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IAP Prepared By: Dr. Thomas W. Smith

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3,1 Improve your understanding of yourself as
an individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals,

Performance Objective: 3.1.1 Complete the aptitude test available
through your counselor or work experience education coordinator,
Discuss the results with the appropriate school person, and list
your strongest aptitudes.

NOTE TO THE STUDENT

By the time you complete this IAP you will be able to:

1. Accurately identify your three (3) strongest
aptitudes.

2, 1Identify a minimum of five occupafions for
which you have aptitudes equal to or higher
than the average employee in those occupations,

-

RATIONALE

This IAP is designed to help you discover what your
strongest aptitudes are and what types of careers are
adapted to people with aptitudes like yours,

DIRECTIONS

In this IAP you will (1) confer with your counselor re-
garding the meaning of your aptitude test scores; (2)
profile your aptitude test scores and identify your
strongest aptitudes; and (3) compare your own aptitude
test profile with the aptitude profiles of the 100
occupations that employ 90% of the workers in California,




PRE-TEST EXPLANATION

You have read what you should be able to do by the time you complete
this IAP. Perhaps you are well informed right now regarding your
aptitudes and feel you can meet these objectives at this time. Try
the pre-test that follows (page three). If you have previously
complete the Differential Aptitude Tests and have scores on file

in the counseling office, ask you counselor to compare your
estimated aptitude levels with your actual levels as measured

by the Diffeérential Aptitude Tests. If you can estimate accurately
the level of your three strongest aptitudes as measured by the
Differential Aptitude Tests, you will receive full credit.

If you were unable to accurately estimate your three strongest
aptitudes as measured by the Differential Aptitudes Tests, or if

you have not had a previous opportunity to complete the Differential
Aptitude Tests, begin this LAP with Required Activity #1 on page 5.

PRE-TEST INSTRUCTIONS

Using the pre-test form entitled Differential Aptitude Tests (pages 3-4)
estimate accurately the level of your aptitudes by assigning ratings

of (a) top 25%; (b) middle 50%; or (c) lower 25% to the eight aptitudes
listed on the form. (To pass this test you must accurately est:.mate
the level of your three strongest aptitudes,)

SPECIAL NOTE: Upon completion of this IAP s return pages 1-13 to the
coordinator of the work experience program or to the
member of the school staff who has worked with you
on this IAP,




PRE-TEST

DIFFERENTIAL APTITUDE TESTS

What is aptitude?

Simply--aptitude is the capacity to learn. You take aptitude tests in
order to be able to make better predictions of how you can expect to
develop in school and in a job,

The test results will help you evaluate your relative strengths and
weaknesses in a variety of aptitudes which are important to your
educational progress and your career choices.

VERBAL REASONING (VR) My estimated level is: (Circle one)

A. Upper 25%, B, Middle 50%, C. Lower 25%
Verbal reasoning is important in all academic and wost non-academic
subjects in high school. If you were to take only one test, VR would
be the best all-around predictor of how well you can do in school,
especially in the academic subjects. Students who score average or
better should seriously consider college; those well up in the top
quarter may consider the highly selective colleges.
NUMERICAL ABILITY (NA) My estimated level is: (Circle one)

A, Upper 25%, B. Middle 50%, C. Lower 25%
Students who do well on this test are also likely to do well in the

arithmetic and measuring so common in business offices, factories,
service shops and stores,

Numerical ability is useful in such jobs as laboratory assistant,
bookkeeper, statistical clerk, foreman, or shipping clerk. Many
of the jobs in the skilled trades in manufacturing or construction
work require considerable numerical ability.
VR + NA (Measure of Scholastic ability)

My estimated level is: (Circle one)

A. Upper 25%, B. Middle 50%, C, ILower 25%
Your combined score on these two tests provides a good estimate of
your scholastic aptitude--your ability to complete the college pre-
paratory courses in your school and to succeed in college.
CLERICAL SPEED AND My estimated level is: (Circle one)
ACCURACY  (CSA) A, Upper 25%, B. Middle 50%, C, Lower 25%

Clerical speed and accuracy measures how quickly and accurately you
can compare and mark written lists such as of names or numbers.

Aptitude for CSA is important in many kinds of office jobs, such as
record-keeping, addressing, pricing, order-taking, filing, coding,
proofreading, and keeping track of tools or supp.ies.
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PRE-TEST - Continued

ABSTRACT REASONING My estimated level is: (Circle one)
(AR) A. Upper 25%, B. Middle 50%, C. Lower 25%

Using diagrams, the abstract reasoning test measures how easily and
clearly you can reason when problems are presented in terms of size
or shape or position or quantity or other non-verbal, non-numerical
forms., The repairman troubleshooting an unusual breakdown, the
chemist, physicist or biologist seeking to understand an invisible
process, the programmer planning the work of an electronic computer,
the systems engineer--all find this ability useful. Carrying out a
logical procedure in your mind is important here.

MECHANICAL REASONING My estimated level is: (Circle one)
A. Upper 25%, B. Middle 50%, C. Lower 25%

Students who do well on the mechanical reasoning test usually like
to £ind out how things work. They often are better than average
at learning how to construct, operate, or repair complicated equipment.

SPACE RELATIONS My estimated level is: (Circle one)
(SR) A. Upper 25%, B, Middle 50%, C. Lower 25%

Students who do well on SR should have an advantage in work such as
drafting, dress designing, architecture, mechanical engineering,
die-making, building construction, and some branches of art and
decoration, A good machinest, carpenter, dentist or surgeon needs
this sense of the forms and positions of things in space.

LANGUAGE USAGE My estimated level is: (Circle one)
A, Upper 25%, B, Middle 50%, C. Lower 25%

Spelling measures how well a person éan spell common English words.
Among other things, it is an excellent predictor of ability to learn
typing and shorthand., ’

Grammar measures how well a person can recognize mistakes in the
grammar, punctuation, and wording of easy sentences. It is among
the best predictors of ability to earn good grades generally in
high school and college.

Name




& ACTIVITIES

REQUIRED

To prepare to do the objectives previously stated, you will be
doing the following activities:

1. Request the counseling office to provide you with an inter-
pretation of your scores on the Differential Aptitude Test
(DAT). Arrange to take the DAT if you have no previous DAT
scores on file, Use Form A--Test Information ReqQuest (page 6)
to complete this step.

2, Prepare a profile of your DAT scores and identify your strongest
aptitudes. Use Form B--Aptitude Profile (page 7) to record your
tested aptitudes and to verify this step.

3. Identify a minimum of five occupations for which you have aptitudes
equal to or higher than the average employee in those occupations.
Use Form C--Estimate of Worker Trait Redquirements for 100 Occupations
in Which 90% of Californians are Employed (pages 8 and 9) to locate
these occupations., List these occupations and record their average
aptitudes, along with your own, in the spaces below.

Occupation Your

Aptitudes Aptitudes
A Occupations SVN S5PQ EV N SPQ
1. e o o -
2. L L o L J
3. |
|
4. - — - —_— e —_— e = — e - ‘
5. 4‘
OPTIONAL

1. Circle one or more of the following Questions that you would like
to discuss with your counselor or work experience coordinator and
add any questions of your own:

a. What can I do if I think I have more aptitude than my tests indicate?
b, Do my aptitude test scores improve with my age? ‘
c. How can I locate occupations that fit my aptitudes? ‘
d. Does job success depend upon my aptitude test scores? ‘
e. What can I do when most of my aptitude scores are low? 1‘
f. Can I have aptitudes that don't show up on school tests?

g. Other 1

2. View the sound-filmstrip Aptitude Test Scores: A Picture Story and
answer correctly at least eight of the ter item Aptitude Test Quiz

(page 10), Souree of filmstrip: Educationcl Research and Development
Institufe, Box 262, Warrensburg, Missouri.

6

~5- . Name




FORM A

TEST INFORMATION REQUEST

Make an appointment with your counselor to receive an
interpretation of your Differential Aptitude scores.

If you do not have DAT scores on file, make appointments
to complete the DAT and receive an interpretation of the
scores.,

Have this form filled out in the counseling office to
verify your DAT testing:

completed the DAT

(Name)

test on -
(date)

(Counselor's signature)

Have this form filled out in the counseling office to
verify the interpretaticn of your DAT test scores: -

My test scores were interpreted on

(date)

by

(Counselor's signature)

(Student's signature)

Name
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Circle one or nore letters for each question to indicate your
answer,

1,

Aptitude tests do which of the following:

a,
b.
c.
d.
e.

A 60th percentile score indicates:

a.
b.
c.
d.
e.

Students planning enrollment in a four year college should have a
minimum verbal aptitude score of:

Above the 90th percentile

No lower than the 75th percentile
At least to the 5Gth percentile
A minimum of the 25th percentile
No minimum score necessary

a.
b,
c.
d.
e,

Above average ability in understanding and expressing ideas in words
(verbal ability) is essential in a variety of occupations, including:

a.
b.
c.
d.
e,

Above average ability in seeing how things go together (space
relations) is essential in which of the following occupations:

a.
b,
c.
d.
e,

Above average  ability to understand and reason with numbers combined
with average verbal ability is a typical pattern for:

a.
b.
c.
d.
e,

Predict capacity for future learning
Indicate past school success

Provide a single IQ score

Provide a camparison with other students
None of these

60 answers correct

60 percent of the answers correct

60 percent of students scored higher
60 percent of students scored lower
None of these

Machine operations
Supervision and management

Trucking
Cashiering
All of these

Sheet metal workers
Dental technicians

Artists

Watch repairmen

All of these

Beauty operators
Salesmen

Bookkeepers
Computer technicians
All of these

APTITUDE TEST QUIZ




APTITUDE TEST QUIZ - Continued

7. Average or higher aptitude scores in the ability to reason without
words and using only diagrams and forms (abstract reasoning) is
more important than average or high aptitude scores in language
usage for which of the following occupations:

a, Computer programmers
b, Telephone linemen

c. Electricians

d. Mechanics

e, All of these

Helen and Bob both scored at the 75th percentile on the mechanical
reasoning test., This means:

a. Both made high scores

b, Both made scores higher than 75 percent of the students they
were compared with

c. Both should consider a career in a mechanical field

d. Both will make high grades in electronics

e, All of thesz

Aptitude test scores are best used to:

a, Make career decisions for students
b. Award scholarships

c. Admit students into college

d. Select -people for jobs

€. None of these

I feel that aptitude scores should:

a. Be considered along with other information

b, Be used as guideposts instead of maps

C. Be discussed carefully with people who understand them best
d. Not allowed to make decisions for people

e, All of these




l. A, D

6. C, D
7. E
8. A, B
9. E

10, E

ANSWER KEY

-]12-
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POST TEST ACTIVITY

The primary objective of this IAP was to acquaint you with your
aptitudes and to enable you to identify your strongest aptitudes.
To demonstrate that you have accomplished these primary objectives,
select your three strongest aptitudes from the following list and
list them in the order of your strengths:

~ Verbal Reasoning (VR)

- Numerical Ability (NA)

- Scholastic Aptitude (VR + NA)

- Clerical Speed and Accuracy (CSA)

- Abstract Reasoning (AR)

- Mechanical Reasoning (MR)

- Space Relations (SR)

- Language Usage (LU)

My strongest aptitudes are:

Return the completed IAP (pages 1-13) to the coordinator of the work
experience program or to the member of the school staff who has
worked with you on this IAP, He will check with your counselor to
verify that you have accurately identified your three strongest
aptitudes.

Name Date IAP Completed

-13-




WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3,1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objective: 3,1,2 Complete the interest inventory
available through your counselor or work experience education
coordinator; discuss the results with the appropriate school
person, and list your main interests according to the inventory.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:
1. List your three (3) strongest interests.

2., Identify "sample" occupations for your three (3)
strongest interests,

RATIONALE

This IAP is designed to help you discover your strongest
interests and to learn what types of occupations are

entered by people with interests like yours.

DIRECTIONS

In this IAP you will (1) confer with your counselor
regarding the meaning of your interest test scores:
(2) identify your strongest interests and weakest
interests; and (3) identify "sample" occupations

entered by people with different interests.




i
PRE-TEST EXPLANATIC:i

Perhaps you have had an opportunity in school to take an Interest
Survey and discuss the results with your counselor or teacher,

If you have caken an Interest Survey .and think that you can iden-
tify accurately your strongest interests, try the pre-test that
follows on pages 3 and 4. When you have completed the pre-test,

ask your counselor to compare your estimated interest levels with
your actual interest levels as measured by the Kuder Preference
Record, Vocational C or the Kuder General Interest Survey E. (Source
of Surveys: Science Research Associates, Inc., 259 East Erie Street,
Chicago, Illinoi. 0611.) If you can estimate accurately the level
of your three strongest interests as measured by either of these
surveys, you will receive full credit for this IAP.

If you are unable to estimate accurately your three strongest
interests as measured by either of the Kuder Surveys, or if you
have not had a previous opportunity to complete a Kuder Survey,
begin this IAP with Required Activity #1 on page 5,

PRE-TEST INSTRUCTIONS

Using the following pre-test foim entitled Your Interest Profile
(pages 3 and 4), estimate accurately the level of your interests by
assigning ratings of (A) Upper 25%; (B) Middle 50%; or (C) Lower 25%
to the ten interests listed on this form.

To pass this test, you must accurately estimate the level of your
three strongest interests. Your counselor's signature will indicate
that you have successfully estimated your three strongest interests,

SPECIAL NOTE: Upon completion of this IAP, return pages 1-16 to the
Coordinator of the Work Experience Program or to the
member of the school staff who has worked with you
on this IAP,

-l




PRE-TEST
YOUR INTEREST PROFILE

We say a person has an interest in an activity when he finds it satisfying,
when he enjoys doing it and talking about it, and when he tries to do his
best at it. When we dislike an activity, we aren't likely to have an
interest in it, Estimate the level of your interests in the ten (10)

areas measured by the Kuder Survey.

OUTDOOR interest means preference for work or activity that keeps
you outside most of the time--usuzlly work dealing with plants and
other growing things, animals, fish, and birds.

My estimated level is: (Circle one)

A. Upper 25%
B, Middle 50%
C. Lower 25%

MECHANICAL interest means preference for working with machines and
tools. If you like to tinker with old clocks, repair broken objects,
or watch a garage mechanic at work, you might enjoy shop courses in
school.

My estimated level is; (Circle one)

A
A. Upper 25% '
B. Middle 50%
C. Lower 25%

COMPUTATIONAL interest indicates a preference for working with numbers
and an interest in math courses in school.

My estimated level is: (Circle one)

A. Upper 25%
B, Middle 50%
C. Lower 25%

SCIENTIFIC interest is an interest in the discovery or understanding of
nature and the solution of problems, particularly with regard to the
physical world. If you have a high score in this area, you probably
enjoy working in the science 1lab, reading science articles, or doing
science experiments as a hobby.

My estimated level is: (Circle one)

A, Upper 25%
B, Middle 50%
C. ILower 25%

PERSUASIVE interest is an interest in meeting and dealing with people,
in convincing others of the justice of a cause or a point of view, or
in promoting projects or thinas to sell, If you have a high score in
this area, you may enjoy such activities as debating, selling tickets
for a school play or dance, or selling advertising space for the school
paper.

My estimated level is: (Circle one)

A, Upper 25%
B. Middle 50%
C. Lower 25%

-3-
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PRE-TEST (Continued)

ARTISTIC interest indicates a preference for doing creative work with
the hands--usually work involving design, color and materials. If you
like to paint, draw, sculpture, decorate a room, design clothkes, or work
on sets for school plays, you are probably high in this interest.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

LITERARY interest is an interest in reading and writing. If you have
a high score on the literary scale, English is probably one of your
favorite subjects, and you may enjoy writing for the school paper

or magazine,

My estimated level is: (Circle one)

A. Upper 25%
B, Middle 50%
C. Lower 25%

MUSICAL interest usually is demonstrated by persons who enjoy going to
concerts, playing an instrument, singing or reading about music and
musicians.

My estimated level is: (Circle one)

A, Upper 25%
B. Middle 50%
C. Lower 25%

SOCIAL SERVICE interest indicates a preference for activities that
involve helping people,

My estimated level is: (Circle one)

A, Upper 25%
B, Middle 50%
C. Lower 25%

CLERICAL interest means a preference for work that is clearly defined
for you--work that involves specific tasks requiring precision and
accuracy. If you have high clerical interest, you probably enjoy
school subjects and activities that require attention to detail.

My estimated level is: (Circle one)

A, Upper 25%
B. Middle 50%
C. Lower 25%

To pass this test, you must accurately estimate the level of your
three strongest interests. Your counselor's signature will indicate
that you have successfully estimated your three strongest interests.

Counselor's
Signature Name

i8
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REQUIRED
ACTIVITY 1.

ACTIVITY 2.

ACTIVITY 3.

ACTIVITY 4.

ACTIVITY 5,

SPECIAL NOTE:

OPTIONAL

ACTIVITY 6.

ACTIVITY 7,

LEARNING ACTIVITIES AND RESOURCES

To get the information you will need to understand your
interests, request the counseling office to provide you
with an interpretation of your scores on the Kuder Survey.
Arrange to take the Kuder Survey if you have no previous
Kuder scores on file. Use Form A--Interest Survey Infor-
mation Request (page 6) to complete this step.

To show the strength of your interests, prepare a profile
of your Kuder scores and identify your strongest interests,
Use Form B--My Interest Profile (page 7) to record your
measured interests and to verify this step.

In order to point out your strongest interests in another
way, choose those activities you '"like most" from a special
list of sample work activities and compare your choices
against your three (3) strongest interests indicated by
the Kuder Survey. Use Form C--Sample Work Activities
(pages 8 and 9) to complete this activity.

To help you understand how interests are related to the
choice of an occupation, write in the name of the Kuder
Interests that you think people would have in common who
select the occupations grouped on page 10. Use Form D--
Occupational Groups Related to Kuder Interest Areas (page 10)
to complete the first part of this activity; then compare
your choices with information provided on page 11 and indicate
the number of occupational groups that you correctly matched
with the Kuder Interests listed on page 11.

Complete the post test on pages 14, 15 and 16 and ask your
counselor to check your results and add his signature,

Upon completion of this LAP, return pages 1-16 to the
Coordinator of the Work Experience Program or to the
member of the school staff who has worked with you on
his LAP.

Your hobbies are indicators of your interests, In order

to understand how your hobbies are related to your interests,
review the filmstrip What Do You Like To Do? (Source of
filmstrip: Society for Visual Education, Chicago 14, Illinois.)
List your hobbies on Form E--Hobbies and Interests (page 12).
Tell what you most like to do in one of your hobbies. Explain
what this tells about you as a person.

You have had a chance to identify your strongest interests and
to review the type of occupations frequently entered by
people with your interests. To prove that you understand

the link between interests and occupations, list the
occupations frequently entered by people with your three

(3) strongest interests. Record your ideas on pages 13,

== Name

i9




FORM A

INTEREST SURVEY INFORMATION REQUEST

Make an appointment with your counselor to receive an interpretation
of your scores on the Kuder Survey.

If you do not have previous scores for the Kuder Survey on file,
make an appointment to complete the Kuder Survey and receive an
interpretation of your scores.

Have this form filled cut in the counseling offices to verify
that you have taken the Kuder Survey.

completed the Kuder

(Name)

Survey on

(date)

(Counselor's Signature)

Have this form filled out in the counseling office to verify
the interpretation of your scores on the Kuder Survey.

My scores on the Kuder Survey were interpreted on

by

(date)

(Counselor's signature)

(Student signature)




MY INTEREST PROFILE
Using your Kuder scores secured from your counselor in Required Activity #1,

complete the following profile by darkening in each column up to the appropriate

percentile rank, List your three (3) highest interests and their scores in the

spaces below the profile chart.
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MY THREE HIGHEST INTEREST SCORES ARE:
INTERESTS SCORES
1.
2.
3.
{ Name'




FORM C

SAMPLE WORK ACTIVITIES

The level of your interest in ten (10) different areas was measured on
the Kuder Survey by asking you to indicate which activities you "liked
most" and which you "liked least'" among approximately 450 work activities.
To help you understand and point out your three (3) strongest interests
in another way, indicate which of the following sample activities you
"like most." When you have completed this activity, look on page 9

to see if the sample activities you checked are consistent with your
three (3) strongest interests as indicated by the Kuder Survey.

CHECK THE ACTIVITIES YOU "LIKE MOST":
Be a guide at a guest ranch
Repair and refinish old furniture
Compute bills for a store

Make a chemical analysis of soil
samples

Do house-to-house selling
Decorate furniture

Write humorous messages for -
greeting cards

Manage a music store
Interview applicants for welfare

Take telephone orders in a
florist's shop

Grow flower seeds
Repair home appliances

Do work which requires a lot of
mental arithmetic

Discover a cure for hay fever

Settle labor disputes

Draw plans for houses

Write feature articles for a
newspaper

Compose a theme song for a
local radio show

Help young people select careers
Be a private secretary

Raise vegetables on a small farm
Build a hand loom

Add columns of figures

Do research on the causes of
earthquakes

Sell life insurance

Paint pictures

Read proof for a newspaper
Arrange music for an orchestra
Take care of deaf people

Do typing and filing




FORM C
SAMPLE WORK ACTIVITIES - (Cont'd)
DIRECTIONS

On page 8 you checked the Sample Work Activities that you '"liked most."
Locate those activities on this page and -underline each one that you
checked on page 8. Count the number of your "liked most" activities
that are grouped under your three (3) strongest interests and record
the numi-2r in the appropriate space at the bottom of this page; also
record ti;e number that are not grouped under your three (3) strongest
interests,

CLASSIFICATICHﬁQF SAMPLE WORK ACTIVITIES BY KUDER INTEREST GROUPS

OUTDOOR ARTISTIC
Be a guide at a guest ranch Decorate furniture
Grow flower seeds Draw plans for houses

Raise vegetables on a small farm Paint pictures

MECHANICAL LITERARY

Rapair and refinish old furniture Write humorous messages for greeting cards

Repair home appliances Write feature articles for a newspaper

Build a hand loom Read proof for a newspaper

COMPUTATIONAL MUYSICAL

Compute bills for a store Manage a music store

Do work which requires a lot of Compose a theme song for a local radio show |
mental arithmetic Arrange music for an orchestra |

Add columns of figures
SOCIAL SCIENCE

SCIENTIFIC
Interview applicants for welfare

Make a chemical analysis of soil Help young people select carcers

samples Take care of teaf people
Discover a cure for hay fever
Do research on the causes of CLERICAL

earthquakes

Take telephone orders in a florist's shcp
PERSUASIVE Be a private secretary

Do typing and filing |
1 Do house-to-house selling ‘
Settle labor disputes
Sell life insurance

MY THREE (3) STROWGEST INTERESTS ON THE KUDER SURVEY ARE:
1. 2. 3.

Number of '1iked most" work activites consistent with my strongest |
interests, '

Number of "liked most" work activities not consistent with my

r strongest interests,
-9- Name
23




FORM D

OCCUPATIONAL GROUPS RELATED TO
KUDER INTEREST AREAS

DIRECTIONS

To help you understand how interests are related to occupations, write

in the name of the Kuder Interest that you think people would have in
common who select the occupations grouped below. When you have completed
this activity, look on page 11 and compare your write-in answers with

the information provided on page 11, The ten Kuder Interests are:

Artistic Computational Mechanical Outdoors Scientific
Clerical Literary Musical Persuasive Social Service

(Write in common interest) (Write in common interest)
News Reporter Nurse
Teacher Counselor
Librarian Hospital Attendant
Actor Clergyman

(Write in common interest) in common interest)
Lab Technician Secretary
Dietitian File Clerk
Chemist Typist
Dental Assistant Mail Clerk

(Write in common interest) in common interest)
Forest Ranger Music Teacher
Gardener Composer
Nurseryman Musician
Animal Breeder Dancer

(Write in common interest) (Write in common interest)
Lawyer Mechanical Engineer
Sales Clerk Carpenter
Advertising Agent Mechanic
Auctioneer Cook

(Write in common interest) (Write in common interest)
Accountant Artist
Bookkeeper Draftsman
Cashier Beautician
Statistical Clerk Dressmaker




FORM D

OCCUPATIONAL GROUPS RELATED TO
KUDER INTEREST AREAS
(Cont'd.)

On page 10 you wrote in the name of the Kuder interests that you thought
people would have in common who selected occupations within the different
groups. Compare your write-in interests on page 10 with the column
interests typed in for each group on this page.

_LITERARY SOCIAL SCIENCE
News Reporter Nurse
Teacher Counselor
Librarian Hospital Attendant
Actor Clergyman
SCIENTIFIC -—CLERICAL
Lab Technician Secretary
Dietitian File Clerk
Chemist Typist
Dental Assistant Mail Clerk
OUTDOORS MUSICAL
Forest Ranger Music Teacher
Gardener Composer
Nurseryman Musician
Animal Breeder Dancer
PERSUASIVE MECHANICAL
Lawyer Mechanical Engineer
Sales Clerk Carpenter
Advertising Agent Mechanic
Auctioneer Cook
COMPUTATIONAL ARTISTIC
Accountant Artist
Bookkeeper Draftsman
Cashier Beautician
Statistical Clerk Dressmaker

accurately the common interest

Znumh er )

For the occupational groups listed on page 10 I wrote in

times.

Name




——

FORM E

HOBBIES AND INTERESTS

After viewing the filmstrip What Do You Like To Do? list your hobbies
in the spaces below. Tell what you most like to do in one of your
hobbies. Explain what this tells about you as a person. (Source of
filmstrip: Society for Visual Education, Chicago 14, Illinois.)

MY HOBBIES ARE:

WHAT I MOST LIKE TO DO IN ONE OF MY HOBBIES:

WHAT THE THINGS I LIKE TO DO IN ONE OF MY HOBBIES TELLS ABOUT ME
AS A PERSON:

Name




MY THREE (3) STRONGEST INTERESTS

You have had a chance to identify your strongest interests and to review
the type of occupations frequently entered by people with your interests.
To prove that you understand the link between interests and occupations,

list the occupations frequently entered by people with your three (3)
strongest interests.

‘MY THREE (3) STRONGEST INTERESTS ARE: (LIST THREE (3) OCCUPATIONS BELOW
EACH OF YOUR INTERESTS.)

1. 2. 3.

To pass this activity, you must accurately identify at least three (3)
occupations for each of your three (3) strongest interests. Your

counselor's signature will indicate that you have accurately identified
these occupations,

Counselor's

Signature Name
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POST TEST

YOUR INTEREST PROFILE

We say a person has an interest in an activity when he fiuds it satisfying,
when he enjoys doing it and talking about it, and when he tries to do his
best at it. When we dislike an activity, we aren't likely to have an
interest in it. Estimate the level of your interests in the ten (10)

areas measured by the Kuder Survey.

OUTDOOR interest means preference for work or activity that keeps you
outside most of the time--usually work dealing with plants and other
growing things, animals, fish and birds.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

MECHANICAL interest means preference for working with machines and tools.
If you like to tinker with old clocks, repair broken objects, or watch a
garage mechanic at work, you might enjoy shop courses in school.

My estimated level is: (Circie one)

A. Upper 25%
B. Midéle 50%
C. Lower 25%

COMPUTATIONAL interest indicates a preference for working with numbers
and an interest in math courses in school.

My estimated level is: (Circle one)

A, Upper 25%
B. Middle 50%
C. Lower 25%

SCIENTIFIC interest is an interest in the discovery or understanding of
nature and the solution of problems, particularly with regard to the physical
world. If you have a high score in this area, you probably enjoy working

in the science lab, reading science articles, or doing science experiements
as a hobby, :

My estimated level is: (Circlé one)
A, Upper 25%

B. Middle 50%
C. Lower 25%

~14-




PERSUASIVE interest is an interest in meeting and dealing with people,
in convincing others of the justice of a cause or a point of view, or
in promoting projects or things to sell., 1If you have a high score in
this area, you may enjoy such activities as debating, selling tickets
for a school play or dance, or selling advertising space for the school paper.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

ARTISTIC interest indicates a preference for doing creative work with
the hands--usually work involving design, color, and materials., If you
like to paint, draw, sculpture, decorate a room, design clothes, or work
on sets for school plays, you are probably high in this interest.

My estimated level is: (Circle one)

A, Upper 25%
B. Middle 50%
C. Lower 25%

LITERARY interest is an interest in reading and writing, If you have a
high score on the literary scale, English is probably one of your favorite
subjects, and you may enjoy writing for the school paper or magazine,

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

MUSICAL interest usually is demonstrated by persons who enjoy going to concerts,
playing an instrument, singing, or reading about music and musicians,

My estimated level is: (Circle one)

A. Upper 25%
- B. Middle 50%
C. Lower 25%

SOCIAL SERVICE interest indicates a preference for activities that involve
helping people.

My estimated level is: (Circle one)
A, Upper 25%

B. Middle 50%
C. Lower 25%




CLERICAL interest means a preference for work that is clearly defined
for you--work that involves specific tasks requiring precision and
o accuracy. If you have high clerical interest, you probably enjoy
I school subjects and activities that require attention to detail.

My estimated level is: (Circle ona)

A. Upper 25%
B. Middle 50%
C. Lower 25%

Sy
'

To pass this test, you must accurately estimate the level of your
three (3) strongest interests. Your counselor's signature will

indicate that you have successfully estimated your three (3) strongest
interests.,

«n Counselor's
Signature : : _ Name




LAP Prepared By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as an
individual in terms of personal uptitudes, interests, ~arcer
expentations, and degrece of motivation to pursue short-range and
long-range coals

Performancze Objective: 3.1.% Compare your aptitudes and interests
with your performance in the 2lasscs you arec now taking

HOTE To THE STUDENT

the time you completc this LAP you will:
Be nble to define the terms "aptitude" and "intcrest."”

Be ~ble to show wherc your interest: nre supported by
vour aptitudes and where they are not.,

Hezve do-nmented the fact that when a class requires |
=potitudes and interests yov possess, you will generally
do wecll in that rclnss. I you do not possess the proner
interests and sptitudes, you may not do vell.

PATTONALE

This Learning Activity Package is designed to help yov see that
each area of cndeavor reqeires ~crtain aptitudes as well as
interests AND to help you apply this knowledge to your

activitics in the clssges yor »re taking in school.

DIRECTICIS

In this LAP yoﬁ vill study what aptitudes and intcrests arec,

and what YCUR aptitudes and interests are. Yon will list
specific aptitudes nnd interests for the classes you are
taking snd you will indicate reasons for your success, or

laclke of same, in ench class,




PRE-TES

INSTRUCTIOKS: Complete all items in this Pre-Test snd score
nccording to the Pre-Test Scoring Key on page 4 of this LAT,
Turn Pre-Test in to your Coordinator of Work Fxperience Education
nnd follow directions at the end of the Scoring Key.

1. TList each 2lsss you “re¢ now taking and indicate if it is a
vocational (For the purpose of this TLAP, » vooational class is
any class that will help you perform the dutics of yonr present
Job or will help you in a direct wuny attain your career objective)
class by checking the spacce headed VOC.

CLASS CLASS VoC.

705,

(Score 1 point for each closs we to 6, and 1 point for eash
sorrczt VOZ. *o 6)

2. Define the term "aptitade.”
¥
3
.
(S=0ore np o 10 points--izost indicate ideas indirated in
Scoring Key)
3. Indicete two (2) aptitudes #rd one (1) interest necessary for
guetess in eath ~lass yoo are now cnrolled in.
Clasa:
Aptitudes: (a)
\
o _
Tnterest: (a)
Class:
- Aptitudes: (ﬁ)
[y
(b)
Q Tnterest: (a)

ERIC

L) [ 4
oot -2 1323




Pre~Test (continucd)

[a)
Liass:

Aptitudes: ()
¥ (v)

Tnterest: (a)

Glnsc:

Aptitrdes: (=)

(b)

Tnterest: (=)

Clans:

Avtitudes: (a)

Interest: (=)

Slreos
v LIS

3 aptitudes: (»)
(1)
Taterest: (a)
(570rc % roints total for cash «lwec = 1 noint for cuzh uptitnde
and intercst cited that is anplicable)
4. Ts interest in an ares of work wll that iz necessary for suecess
in that uotivity? Yes Ho Explain your recponsc.
(Seoving - wp to 10 rointc »nd muct inelude thoushts indicated
in Scoring Koy)
. Dcfine the toerm "interest" as it wonld 2pply to you in your
pursvit of & career chjsctive, '
P
£y
a0y
Q (Sooring = up to 10 points «nd must include concepts indicated
ERIC in Sroring Key)

e i ~H= :3:3
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ERIC

Aruitoxt provided by Eic:

PRE-TEST (S-oring Key)

1. Classes listed should te scceptable. A check with the class
teacher or the foordinator of York Fxperience Rducation would
verify the Voe. responses.,

2. Kimbrell snd Vineyard in Suesceding in the Worlg of York state
that 2n aptitede is an observable behavior whioh indicates skill,
or nt least the »bility to perform swesifis sotivitios.

%. The «lagges listed should be those of item 1 above. The
aptitvdes will vary uith erch 2lass, bt vwill renerally ineclude:
Intellizonzc, Verbal, thmberical, nnd Clerissl Dercestion.
seecinlty 2lasses may well dinelude nany or a1l of the aptitudes
licted on pape 653 of Volume IT of the third cdition of the
Dictionary of Ozzipationszl Titles.

4. "The unswer is #0.  The reason for this is not 25 open-ended as
many micht telicve, T a person lacks the vital aptitude for
aveeess in A given sres, there is no vway he can he a gaccess,

4 person who wantz to be an art teacher snd is ~olor-blind may
have more ihan o diffianlt time in this Ticld. This dces not
meen thest o high level of interest in = given Tield would not
malze il possible for A perzon to over-ome a low aptitude in that
nren once he is nware of the reguirements Tor success in thot
netivity,

5. Kimbrell =nd Vinoyerd stotes that thone things thoat interest
yor are those nctivities thnat yor know you would like to do
that you fecl soufortadblc in ~nd/or nre exeiting to yon. Yonu
will Tind that yon zenerally do well those things that are of
interest e you.

Total pouzsible score on the Tre-"ist

sib . is 60 weinis, If you seored
4% or batter, you did well, reprrdless

ol yonr srore.

Turn the Fre-Test in to voor Zoordinctor of Work Experience Tducation

Jeda (=R
.

and basin work on Activity 41 of the Learnings fetivity Paskupe
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LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: It is required that you complete all of the activities indicated

since you will build upon the information gained in the previous
activity.

ACTIVITY #1. 1In order to compare your aptitudes and interests with your
performance in the classes you are now taking, you must know
your aptitudes and interests. We will start by investigating
your areas of interest. Are you interested in mechanical
activities, social service, or persuasive activities?

Activity #1 should help you become more aware of your interests,

Read the following description of interests and on the form
provided for Activity #1 on page 6 indicate your relative
interest in each. (Do no begin the work on the form until
you have read the entire activity.)

OUTDOOR interest means that you perfer work that keeps you outside most
l of the time. You would usually be dealing with animals and growing
things. Forest rangers, naturalists, and farmers are among those high
| in outdoor interests.
i MECHANICAL interests mean you like to work with machines and tools.
‘ This includes such jobs as automobile mechanic, machinists, watchmakers,
\ and engineers.

COMPUTATIONAL interests mean you like to work with numbers. Bookkeepers,
‘ accountants, or bank tellers are included in the list of jobs for people
who have high interest in this activity.

SCIENTIFIC interest means you like to discover new facts and solve
problems. Doctors, chemists, engineers, aviators, and dietitioms
usually have high scientific interests.

PERSUASIVE interest means that you like to meet and deal with people and
to promote projects or things to sell. Most politicians, radio announcers,
writers, salesmen, and store clerks have high persuasive interests.

! ARTISTIC interest means you like creative work; work you can do with
!T - your hands. It is usually work that involves design, color, and materials.
3 ' Painters, architects, dress designers, and interior decorators all do
B “artistic" work.

LITERARY interest indicates that you like to read and write. Jobs in
this area include novelists, teachers, news reporters, editors, librarians,
and drama critics.

MUSICAL interest shows you like going to concerts, playing instruments,
singing, or reading about music and musicians.

SOCTIAL SERVICE interest indicates a preference for helping people. Teachers,
personnel workers, nurses, counselors, and ministers spend their time
helping other people.




Aruitoxt provided by Eic:

CLERICAL interest means yov like office work that requires precision

nand meouracy.  Bookkeepers, =ccovntants, file clerks, secretaries,
statistieians, »nd traffic managers =re inelnded in this srea.

vhnt you feel your interests are with what the survey indicutes your
intercsts are, If yow haven't resoonded to »n interest survey, check
vith your Coordinator of Work Fuperiencze Rduoation to see if it would
be possible to take onc. (Thre KIOER-=Strong Vonational Tnterest Plank
or the OFIC Vozationszl Tnterazst Svrvey wonld give you informsation that
would help you in this activily,)

IT you have already taken an intercst survey (Voz. 3.,1.2), compare
a ready Y ’ :

Follow the directions when filling out the form for hetivity 71,
By doing so, the chart will aic in giving » vis»al <omparison of
syour intercsts

PORIT TOR ACTTIVITY M1,

TECTRUCTIONS:  Uze "X" to indicife your feeling in £illing ovt %his
form nt tiis timc.
Use "K" to indizrte the level indizated hy the Kuder
interest inventory.,
Use "S" to indicute the level indisuted bty the Strong
VYozational Tnicrce’ Dlark,
Use "O" to indiuvnts the level indicnted by the Ohio
Yoentionzl Tntercat Scrver,
dotc:  Yor arc not teing asked to talie the Xnder, Strong, and Ohio
surveys. One of thesc instraments is suffizien: TF one is available
to yeu,
kR:: OF TIMERZOT Dislike | Dislike. ilicither Tike | Like |
Very miallke Very ' |
Kunrh nor like Fiush _ |
0UTROCR , ‘

Teremy T Ty
1.'141- '.!.'L.VATI

SORPUTATTICHAL

SCTEITINIC

PEZRSUASIVL

ARTIENIC

LIDLDADY

wdo, & 1ieds

ERIC



ACTIVITY #2. 1In order to be able to compare yonr aptitndes =nd

interests with your performance in your classes, it

-'~ will further be necess»ry to determine what an aptitude
is. Reading pages 119 to 122 in the book Succeeding in
the Horld of Vork by Kimbrell and Vineyard IPublished by
FicKknight and FeKnight, Eleomingston, Illinois 1970) will
wvrovide # beginning point for understanding what an
aptiterde is, Thc Dictionary of Ozcupational Titles,
U. S. Dept. of Lobor, Volvme TI vill also aid in the
nnderstanding of this zonzept. (If this meterial is
noi available, diszzuss the problem vith your Coordin~tor

L Work gxpcrience mducation and agree wpon slternste

sovrzes.

ACTIVITY #3. The Dirtionary of Qczupntiornsnl Titles lists ke
following =ptitudes with the nacompanying descerirvticn
of cazh:  (Pagze 657 of Volwme TT, Third idition

.. ? /

AT

ATSLLIGEICE:  Cenerel Tewrnins Aility. The obility
to "zcuteh on" or 'mderstand instriation «nd nnderlying
rrincivles.  Avility to renson and make judements.,
“loscly reluted to doing well in sehool.

VERBAL:  Ability to -ndcerstond meininge of uords and

idcus assoriated with them, #né to wsn thom effeotively:
s to comprehang langusre, to wnderstsnd rclstionshins
helween words, «nd to understind mesninse of whole
seatences and sarasraskss to presont informition or
idene clenrly.

o

HGAERICAT:  Ability to perform srithnctin perationas
anickly snd ncovrately,

SPaTIAL:  Ability to vomprchend forms in spnce snd
understaund rclationshing of plenc »nd zo0lid otjeots,
Lay be uswl in suoh tagks ng bluenrint-reading =nd
solving gcometry mroblems: frequently desarived se the
#nility to vis'alize objests in iwo or three dimensions,
or to think viswally of gscometrie formo.

2 1o ]

PO PERCEPTION:  Ability to perscive pertinent detsil
ir objects or in pictorial or rravlis noterinl; Yo nake
vizual comparisons nd dlseriminstions, #nd sec slighi
differences in shance and sheding of firures wnd widths
nnd lengths of lines.

Rl

S

-

CLYRTCAL PERCEFTION: Ability to perzcive pertinent

- detail in verbal or tabulsy naterial; to observe
differenzes in ropy, to proof-rend words »nd n'mtere,
and to avoid perceptunl orrors in arithmotis ~onputntion.

5.«:;\

Q

ERIC | -7- 37

Aruitoxt provided by Eic:
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Activity #35 (continued)

NMOTOR COORDINATIONH: £4bility to roordinate eyes and
hands or fingsers rapidly sand wecurately in making
- precise novements with speed. :rbility to make n move-
nent response acenrately and crickly.,

FIICER DEXTERITY: Ability to move the fingers ané
manipulate small objests with ihe fingers rapidly or
aeecurately.

HARUAL DEATERITY: .bility to move the hands casily and
skillfully; to work with the hands in placing nnd turning
; motions,

ZYri-HAND-I'00T COORDIHATIOL: Ability to move the hnnd
and foot coordinately with each other in az~ordan-c
with visvnl stimuli.

COLOR DTSCRIMINATIOL: Ability to perceive or recognize
similarities or differences in colors, or in shades or
other valves of the same color; to identify = partisular
nolor, or to rccognize harmoniows or contrasting color
combinations, or to match colors accurately.

For Activity #3, on fhﬂ form btelou, indicate your level
on the various serlcs as you see your aptitudes by

plazing an "X" in the &pnroprinte seztion. (heck with

your «=ommcelor for resulis of snlitude instruments thas
; yo': have taken or nck some of your teashers of clesses
{

that the -ptitude is necessory for. If none of these
ere svailable to you, indicete withk whom you <heoked,

and what the reculis were for cach s#ntitude in aquestion #1.)
ACTIVITY 7. DPAME OF STUDENT:
APTITUDC BLLCY AVERAGT | AVERACZ | ABOVE AVZRAGE

TUTELLIGERCE

VERBAL

TUKERICAL

SPATTLL

PORM PERCEPTION

CLERIZAL PURCEPTTOY

HOTCR TOORDIVATION

FINGTR DEVTRERITY

{ HANUAL DERTSRITY

SYE-HAND-FOOT COORDIHATION

ERIC .

Pz | n ‘Jig




ACTIVITY ;/4, On the form provided for Activity #4 below, nask your
cotinnelor to indicate your agptitundes =s can be deter-
mined from your school rcnord =and Trom test srorcs that

rl‘ re availabtle to him. You will note that the form for
’ this A-tivity ic the same formst ~s the one you ~onplctcd
for Activity [3.

:CUNSELOR TFCR

Hrme of Stadent:

(The student vhose name is listed »bove iz making an
attempt to compsre his ~ptitedes and interesis w1t}
his performanse in clussces ~vrrently enrolled in,
Ilesse indicwte, on the form belov, where thics
student vonks in the aptitndes listed. Use «11
indiertors ¢t your dispoessl,)

Thank vo..,

APTIOVUDZ ) PRELOYW AVERLGY | AVERACE | ADOVE LVIRLGE

cootandl, oo le LAU LY

TITELLIGEN T

VERBAL

[IERRTOLL

;o CPLTTAL

FO PERCHPITON

se o [T

CLERICAL TWRCEPTICH

ICTCR  ZOORDILATION

FIGCER DURTERIYY

TrITiey ~'nq||"|-1 e
[TALD P53 P aan bl

ZTESEALRD-TO0T SOORDTELDTION ‘

COLCE DISCRTETLATICL

ERIC J9

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

ACRIVITY

25, Using the two (2) forms you and "our counsclor hav?2

completed in Activities /% «ind

4, ond vsing » cossctte

tape recorder, record your ohservations in compusrins the
form completed by wour cornselor with the form rou conpleted,

Pay particulsr sttention to

nney
"

aptitudinel sreca where there

is A wide differcnze in the cvaluutions. Tvrn the tape snd

the forms over to your Coordinator of “ork

isdnecation for cvalwation.

ACTIVITY 6. Ls yon have »o- (Lezrning
to be suoccnsfol snd hapny in n job it shonld =sree with
both your swntitvdes 1D interests.

TrIOMTE

wedabs b

Tphercst 1
nelow ibove
Lutitude Regrired - vernagse {avernee] Lversso
1.
~
Py
bR
a,
1
5. . |
Tntcrest 42 - )
Tclot ~hove
Aptitode Deavired \vorase |Avernre] Aver: e
L i 1 -
1. s

GCPTGHS

Strdy your =ptitwdes »nd intcrests anrefmlly, (Aetivitic

K} e A 7] \
hl’ 20y “nd G,

Expericnece

.etivity £2), you know that

ice
lCS

Using the fom provided for Artivity "G below, indiante
the spiitvdec necessery for sworcezs in at 1c'°f three ()
srerg of your inturests (Aetivity 1), and (from ictivities

w5y w4y ond 5'5) indicale yvonr lcvcl ol profiecicney in cuch
Fad .

of these aptitndes

In‘. eate threoo (J) aress of

azh interest, indi~nte wp to five (5) -

hi,

hointorest to you. Tor
iptitndes that

voxl be rcqw1rcd for success in poarsnit of that interest.
Show how you rnte in cach nptitvée by 2heelking: the scetions

heondcé:
fit.

Pelow lvernse,

Aversse,

thove Sverage, ogs they

s

M
.

BEN

~1C0=-

290
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Activity

e

Intcrcot [F35:

26 (continued)

sptitvde Rocuidred

Tclov
Lyverarse

Avove

Svernce | Averase

ACTIVIZY 77,

lleconurren:

ERIC

Aruitoxt provided by Eic:

or
.loomlnuton.

Usinz the form provide ror Activity 77 on papre 12

of thic TAP, lict the --laszes yor "re now t=king,
Tndicate +hc cou arce receivineg in each nlags

snd indierte the +ptitvdes you know %o be nezessary for
c-2cest in that class, Indizate the level of your
enpebility in coch sotitunde, In the "remari" cection,
ctate if you: rre deing better thrn you mizht recs onably

vl

cioecy, ¢oing o5 well <5 yon misni c cpect, or d01n§
roorly in the zloecs hased on yorr cveluation of sptitedes

.
tAn

nozeagnry for sieseas in the 2luss and on yonr per~eption
of your aptitudes, Srotlizht vopntional ~lssses or
2lanses dire~tly related .o the job you ure working n,
rnd your csorecr objective by indieating, in the snaoe
herded relationshin, just how it velntes 4o rour nmrcceent
i or to your aarecr objective,

Joi

Fimbrell, Grady, Vineynrd, B, Z,, Jv-zcedine in the lorld
©ovork. INeinight snd Fzilnight Ieblishing Zompany,

Tllinoic 1970,

U. 5. Department of Lavor, Di-tionsry of Qeovrnationnl
Titles, Volume IT, 1065,

~11-
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POST TEST

INSTRUCTIONS: Be as complete as is possible in filling out the spaces

provided for each item in this Post Test.

List the courses you are going to be taking next semester (year). For
each class list as many aptitudes and interests as may be necessary for
total success in that class. Once you have listed the aptitudes and
interests, draw a single line through each you do not possess.
Additionally, list as many reasons why that course will help you in
seeking your career objective. (Related to Career Objective.)

EXAMPLE:

Class =~ Mechanical Drawing
Aptitudes -- Intelligence, Verbal, Numerical, Spatial, Form Perception,
Finger Dexterity, Manual Dexterity, and Color Discrimination
Interests ~-- Mechanical, Computational, Artistic, and Clerical
Related to C.0. (engineering) Course will help develop form perception
and spatial aptitude as well as give practice in
perceiving objects in one, two and three dimensions.

Class

Aptitudes:
Interests:

Related to

Class

C.0.:

Aptitudes:
Interests:

Related to

Class

C.0.:

Aptitudes:
Interests:

Related to

Class

C.0.:

Aptitudes:
Interests:

Related to

C.0.:

13-
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i

0f the elasses yon are currently taking, eite the one (l) that
you ure having the most difficult time in. TIndicate the aptitudes
or interest(s) thrt nre required for morc success on your part in
this rl=ss,

Class:

Aptituvde that nceds to be imnroved:

Tnterest thel needs to be nt higher level:

Brsed on vhet you have done in juestion i1, predict the degree of
suecess yon mntizipate in your classes next semester (yenr).

CLASE DEGIE OF 3UCCR3S
SUPERTOR | IROVE AVERACH| AVERAGE | BELOY AVERLGR
b

Dus e the oot that cach iton on the Yosi-Test deals with individnal

2l ed

el

T=tvoaluntion and ench individvsl veries in his nbility to do this

vype of aotivity, the minimum level of acncptable werformance will
have to be st by the Toordinutor of Work Zxpericnze Zdnestion,

The Tost-Test will b submittod to the Jocordinator of York Zuperience
Zdneation fer his cvaleation.

Cn pnge 16 of this LiP, o will find T-LBAS (ln—p_enth Zducational
Antivitics) that are desisned to help you evelnate yonr potential for
ountstinding werformance in ~onrses you have yet to take. Thean
~etfvities ave ontionnl and shou:ld be complcted only with {the approvnl
of your {oordinator of Worl: Expericnce Zducaiion. ‘

ERIC

Aruitoxt provided by Eic:

41
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Aruitoxt provided by Eic:

POS?=TEST (Scoring Key)

All responses on the Post-Test will vary, dcpending mpon the specific
recponses of the stndents involved. The person doing the evaluating
will have to e on top of the D.0.7. clensificetions as well as the
interest areas of the various surveys availahle for use.,




Aruitoxt provided by Eic:

RSty

ERIC

T-DIh
—ttt

Tllustrate three (3) or more of your inicrests with drawings or
pictures frou masezines or newspapers, or rvhotographs that ycu
nry talie.  Tresent these on & Lnlletin boa rd, chert, poster, or
in » notchook. Uritc a dcscription of what the p1bt wre indinntes,
Tn2lndo th" Jot title and whet is Leins done in the rizture,
Indicate the aptitudes thnt are reauired o e "rood" at that
oetiviiy,

hU

o Muke o lict o 221 the classcs offered in jour srhool thst yonu
feel are of valve to « person who ic wirsving your sarcer ohjentive.
ingierntc »oneny rossons ans rou can, for esrh ~lass, thot would
nake it roicvint to yow, Also indicnte if your intercsts ond
sphitedes would indizntc the probrhility of yoiir doing irell in
ea-li, (Deneise of tho rossible large nmber of 2lassce in the
caterory indionted in this netivity, a sepsrate form vwill not
be provided. 3clow io n shgeested Tormst Tor ihis activity.)
Cl-sg Delevant to Jersons T think thic iy aptitndes ancd interes
my fureer Chje~tive clasg will/would be wonld indir=te T woulé do

kenefinind for persons vell in this ~lass,
mrsving this ehjective

Yecg

7o WRitC s zovrne ouiling for w 2lras thnd wewld be direcctly
related and have 1007 relcvence Ho Jorr aarcer objmotive,
Tn“l'dﬁ: Loac of Title of the zomrsc, i sisrieuent of &oinls,
nﬁ% o-tl-“u Tora, the major ond ousterting nodvles of

o emdlt,
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LAP Prepared By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VNCATIONAL

Program Goal: 3.1 Improve your understanding of vourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals. ‘

Performance Objective: 3.1.4 From a list of hobbies and leisure-

time activities, select at least six (6) and rank them according

to your greatest interest,

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Tdentify hobbies that relate to your career choice,

2, 1Identify hobbies that you might be interested in, based
on the type of activity and location in which the hobby
is performed. :

3. You will pick two (2) hobbies that are of interest to
you, based on the results of the interest inventory you
have taken in LAP 3,1.2,

4. You will develop a display describing these hobbies,

PATIONALF,
This LAP is designed to help vou understand that hobbies are
avocational in nature, and that those hobhies vou are most

interested in might be the occupational areas of interest that

you like the most.




DIRFCTIONS

In this LAP you will study a list of approximately 100

hobbies. From this 1ist, you will choose two (2) that
relate to your career choice. You will gather, organize,
and display information about these hobbies to vour sgsatis-

faction and the satisfaction of your Work Experience

Education Coordinator.

48




PRE-TEST

INSTRUCTIONS: The first question is in short essay form.

1. How do hobbies relate to your interests, aptitudes, and career
expectations?

(Scoring -- 20 points and should cover items indicated in Key
on page 5.)

Could a hobby hecome a career? If yes, give an example.

(Scoring -- 10 points; individual responses may vary.)

How might your hobbies influence your choice of a career?

(Scoring -~ 10 points - Value based on completeness of response.)




List at least four (4) hobbhies that you have either participated
in, or would 1like to participate in if you had the opportunity;

and 1ist occupational interest areas that are compatible with
these hobbies, '

Example: Hobby: Raising African Violets

Interests: Outdoors (even though this 1is an indoor
activity)
Scientific
Artistic

HOBBY:

INTERESTS:

HOBBY:

INTERESTS:

HOBBY:

INTERESTS:

HOBBY:

INTFRESTS:

(Scoring =-- 4 points for each hobby including interest -~ total
for this item is 16 points)

All students will complete this LAP regardless of score on Pre-Test.




PRE-TEST (Scoring Key)

Response should include:

a. The same interests you show in yvour everyday activities: ' |
find an outlet in the hobhies in which you are involved.

b. Generally, the hobbies vou are most active in are those
which you can perform well. Not many people will take
the time or get emotionally wrapped up in activities that

require a great deal of vigor just as a means of self-
discipline.

c. In many instances, it is possible that basic activities,
knowledge, and skills that are requisite to a given hobby

could be major components of a career you might want te
pursue.

Yes. Example: A person whose hobby is model railroading could go,

(and often has gone) into this and other model
building activities from the commercial stand-
point. (Shop owners)

Response will vary, depending on disposition of student.
Should say something about:

1, interests
2, abilities
3. aptitudes
4, values

Response will vary. Allow 1 point for each acceptable inclusion.




INSTRUCTIONS

ACTIVITY #1.

LEARNING ACTIVITIES AND RESOURCES
Students will complete all the activities. ) J

A definition of the word "hobbies," taken from Corbin's
book, Recreation Leadership,l is as follows: 'Hobbies
are favorite interests which one pursues during one's
leisure moments for the satisfactions that accrue from
taking part." We note that hobbies are INTERESTS. We
would not pursue them if we were not INTERESTED in
them. With this in mind, and the fact that you are
enrolled in Vocational Work Experience Fducation and
have made a tentative career choice, select at least
six (6) hobbies from the list below that are related
to your career choice, and rank them from 1 to 6,
according to your greatest interest. Number 1 will

be the most interesting and number 6, the least inter-
esting to you. ‘Because these hobbies must relate to
your career choice, you need not have been involved

in all or any to this point in time. (Use the form
provided for Activity #1 on page 7 for your ranking.)

ARCHERY BINGO BOATING MUSIC FMBROIDERY
BADMINTON CARDS CHECKERS BOBSLEDDING FIRST AID
BAITCASTING FLYING CANOEING BASKETRY GARDENING
BASFEBALL - CHESS FISHING BTBLE STUDY GLASS COLLECT.
BASKETBALL CRTBBAGE HIKING CAMERA KITE MAKING
BOCCI DINNERS HUNTING COIN COLLECTING LEATHER CRAFT
BOWLING DOMINOES TCE SKATING COOKING LINOLEUM
BOXING FOLK DANCING ASTRONOMY CRAFTS BLOCK PRINT.
CRONUET DANCING SAILING CROCHETING METAL CRAFT
FENCING SWIMMING SKIING DEBATE MODEL MAKING
FOOTBALL TENNTS SPEEDBOATTING DOGS NEEDLECRAFT
GOLR TETHER BALL PUPPETRY PAINTING PRINTING
GYMNASTICS TUMBLING RIDING HORSES HORSESHOES SCULPTURE
HANDBALL HOCKEY FIREARMS SKATING POLO
RILLIARDS PING PONG TRAIL RIDING WRESTLING SHUFFLEROARD
SOCCER SOFTBALL GEOLOGY BOTANY WEIGHT
VOLLEY BALL BICVCLING ACTING DRAWING LIFTING

List others that you may have that are not on this list.

References and Resources:

1. Corbin, H.

D., Recreation Leadership, Prentice-Hall, Tnc.

Englewood Cliffs, New Jersey, 1870 Pg. 196




List these hobhies on the form provided for Activity #1, and
indicate on that form if these hobhies correspond to the interests

e you displayed on the interest inventory vou completed in an
' earlier LAP 3.1,2,

FORM FOR ACTIVITY #1

DOES THIS CORRESPOND STATE THE INTERESTS

HOBBY WITH INTEREST AS IT RFELATES TO - AS PER
INDICATFD ON INVENTORY?| THE INVENTORY YOU TOOK
PREVIOUSLY

First Ranked

Second Ranked

Third Ranked

Fourth Ranked

Fifth Ranked

Sixth Ranked




ACTIVITY #2.

ACTIVITY #3.

List again the hobbies that you listed in Activity #1.
Study this 1list, Are these hobbies such that you get
quick satisfaction in accomplishment in working on it,
or do periods of time have to lapse before growth and
satisfaction of accomplishment can be felt or seen?

HOBBIES: A B C D

Check the 1line as indicated by the following scale:

A - can be quickly satisfying.

- can be satisfying after a minimum period of involvement.

- can be satisfying after an average period of involvement.

- can be satisfying only after a great deal of time and effort.

Jow

Can you relate the information in Activity #2 to your
career choice? 1In other words, do you need quick
satisfaction and gratification from results, or can
you wait over a period of time for results? WUrite a
150 to 200 word statement elahorating vour answer in
the space helow and on the next page.




ACTIVITY #4.

As you are currently enrolled in Vocational Work
Fxperience Education, vou have either taken a specific
vocational class or you have made a career choice. On
the line below, indicate what your career choice ig:

Indicate two (2) hobbies directly related to this career

(by activity, interest, and ability required for success
and satisfaction.)

Hobby 1:

Hbbby 2:

Take a picture to illustrate these hobbies. Place
each picture on a 22" x 28" poster board and, with
written description or drawm illustration, indicate:

1. what is being done
2. where it is being done
3. dgpecial equipment or materials or resources required

4. number of people necessary to perform
5. estimated annual cost
6

- specific skills, interests, values, and aptitudes
required

-10- f;f;




INSTRUCTIONS: Complete the Post-Test as indicated. For question #2,
use a geparate sheet of paper and respond in the format indicated.

1. List six (6) hobbies that you have, or would like to participate
in. 1Indicate the general area(s) of interest for each hobby,
and indicate whether this is a high (2), average (1), or low (0)
interest level as far as you are concerned.

Areas of interest Your level of
relative to this hobby interest
l, or 0

6.

L]
N H=EIN H=IN =IN =HIN=IN=ND
L]

1
2
1
2
1
2
1.
2
1
2
1
2

(Scoring ~ 2 points for each hobby: 1 point for each interest and
level indicated up to 2 for each hobby.)

For each of these six (6) hobbies, 1ist the following:

a.
b.
c.
d.
e.

initial cost of equipment (average)

average monthly costs after initial outfitting

locations where activity is pursuad

estimated time involved -- monthly

estimated time for you to become efficient if efficiency is
involved., (You set your own standard. An example might
be to average 85 strokes of 10 rounds of golf.,)

Hobby #11:

a.

b.




a.
b.

C.

d;

Hobby #3:

b.

C.

d.

b.

c.
d.

Hobby #5:

b.

c.

d.

Hobby #6:

a.

b.

C.

d.

(Scoring -~ award two (2) points for each hobby indicated
and two (2) points for each item requested for each hohby.)

S7




Minimum level of acceptable performance on this Post-Test is 100.

If you receive a score of 115 or better, see your Coordinator about

the possibility of working on one or more of the In-Depth Educational
Activities (I-DFAS) listed on page 15 of this LAP.




1.

POST-TEST (Scoring Key)

Award 2 points for each hobby listed.

Award 1 point for each area and level of interest listed up to
two points for each hobby.

Possible 36 points total here.

Each will have to be scored on its individual merit.

Award 2 points for each hobbhy indicated, and 2 points for each
item requested for each hobby. Don't be too picky, but the
responses should be meaningful,

Total maximum for each hobby is 12 points.

Total maximum for this item is 72 points,

Total possible points for the test is.128.

14e S9




T

1-DEAS

Prepare a demonstration or an exhibit (for your class or classroom)
based on one of the six hobhies that interest you most., Discuss
the details with your Work Experience Education Coordinator. Be
certain to bring out the interests that are involved.

Pursue a hobby or leisure-time activity that is new to you and
indicate: (1) the equipment needed, (2) professional or semi-
professional assistance needed, (3) costs of the activity,

(4) locations where activity is performed and (5) a detailed
explanation of what is done when one does this sort of thing.

IF there is a hobby show in vour area, volunteer to help with
the organization and running of the show. Tape a description of

the things you do relative to the show, and plav the tape for
vour class,

Visit a hobby shop and get permission from the proprietor to
survey his customers. Ask the following questions:

a. What is your regular occupation?
b. What hobbyv are vou pursuing?

Conduct this survey for five (5) days -- two (2) hours each dav.
Summarize the results of the survey by numbers of people in
specific occupational fields who are pursuing given hobbies,

Fxample: Businessmen (of 56 surveyed)

9 are model railroaders
11 are polfers
21 build model airplanes
8 are bowlers
6 are amateur artists
2 are fishermen




LAP Prepared By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Vork Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as 1
an individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals,

Performance Objective: 3.1.5 From a list of twenty (20) values,
rank them according to their importance to you. Identify one
or more persons that you know who share your top six (6) values.

NOTE TO THE STUDENT |
By the time you complete this LAP you will:

1. Identify and rank some of your own values.
2. Identify friends who share your values.

3. Apply your values to career choice.

RATIONALE

This LAP is designed to help you identify your values and

identify others with the same values.

DIRECTIONS
In this LAP you are to:
1. Define values.

2. Identify from suggested values your stronger ones.

3. Identify people with similar values.

4. Apply your values to a career choice.




PRE-TEST

fl' 1. Define the term "values."

(Scoring -~ 10 points)

2. Identify three (3) values that you feel strongly apply to you.
A,

B.

C.

(Scoring -~ 5 points each, up to 15)

3. Identify three (3) people who hold similar values, (These need
not be friends.

A,

B.

C.

(Scoring -~ no points)

4. Hov can your values cause you to reject certain career choices?

(Scoring -- up to 15 points for a good ansver)

5. What value or values most caused you to select your present
career choice?

(Scoring -- up to 20 points, 5 points for each value)




If you score 45 points or better on the Pre-Test, gou do not have
to complete this LAP. Return the package to your Coordinator of

B Work Experience Education and you will be assigned a different
package.




1,

2,

3.
4.

5.

PRE-TEST (Scoring Key)

Ansvwer must contain some of the ideas listed below:

A, something intrinsically valuable

B. a firm, conscious or unconscious belief in the worth of
an idea or feeling

C. the object of an action

D. things we think are important

Correctness must be accepted by the Coordinator of Work
Experience Education,

Accept valid response,

(As example), Religious values might cause you to reject
occupations in alcoholic beverage and related occupations,

Accept valid response,

The accompanying list is provided to aid in evaluating responses
in the Pre-Test,

Common Values:

Achievement Dependence Life
Approval Dignity Life Style
Authority Equality Love
Autonomy Freedom Pleasure
Benevolence Humanism Reasoning
Competence Identity Recognition
Conformity Independence Respect
Courage Individualism Responsibility
Creativity Justice Security
Decisiveness Knowledge Self Determination
Leadership Support
Learning Thought

Understanding




Jl LEARNING ACTIVITIES AND RESOURCES

Do all of the Activities.

Our value system is molded by many factors: the way we were raised,
the religion of our parents, their attitudes, the things they hold
important, etc. As we grow older, we may modify our values based
on our experiences and needs. Our friends, acquaintances, employer,
fellow employees, all aspects of the world around us liave a bearing
on the formulation and modification of our values.

Definitions of the term "values" vary from a concern with consider-
ation of only feelings or ideas to consideration of the value of
objects or of all things that are of importance to us as individuals.

vebster defines value as "something intrinsically valuable or

desirable." Intrinsically means independent of all other factors —-
it stands on its own merit.

Brammer and Shostrom in "Therapeutic Psxchologx" defines values as
"A firm conscious or unconscious belief in the worth of an idea or
feeling." :

.. Ben Ard, Jr. in "Counseling and Psychotherapy" says, "a value is
; the object of an action."

Kimbrell and Vineyard in "Succeeding in the World of Work" indicate
"values are those things we think are important."




ACTIVITY #1.

ACTIVITY #2.

Using any resource available to you, find a definition

or statement of what a value is -- a statement that,

as nearly as possible, fits your understanding of a

value. Please use the following space to indicate

your response, (If you can formulate a reasonable

response without the aid of resources, do so.)
|
{

Resource séd:

Your definition or statement that says what a value
is:

Below is a list of twenty (20) values -- the number

20 is arbitrary and is used to limit the length of

t' e list. This list is not meant to include all

values, nor is it an attempt to exclude any. However,
for the purpose of this Learning Activity Package,

react only to those values that are in the 1list. It

is understood that you may very well hold some values

in areas that are not covered here. (The parenthetical
statements are provided to give you one example of the
potentially unlimited number of concepts for each value.)

VALUE

1. Achievement
(Accomplishing some desired goal)
2. Courage
%To persevere against odds)
3. Creativity
(Ability to originate new ideas or concepts)
4. Decisiveness
(Characterized by decision-making)
5. Equality
(The state of being equal)
6. TIreedom
(Exemption from external control)
7. Humanism
(Charscterized by tenderness and compassion for
the distressed)
8. Identity
(Imo you are as a person)
9. Justice
(Dealing with, or treatment of, persons in
a just manner)
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10. Leadership .
(Valuing the qualities that place one in the role of a

' ' leader)
1l. Learning

(The process of acquiring knowledge)
12, Life

(The value of all living things)
13. Life Style

(Living life as one wishes)
14, lLove

(Strong affection for another)
15. Pleasure

(Satisfaction derived from that which is to one's liking)
16. Reasoning

(Veighing all factors in decision-making)
17. Respect

(Regard for others' ideas and values)
18. Responsibility

(To te held accountable for something)
19. Security

(Freedom from care, apprehension, or doubt)
20. Understanding

(The quality of personal interpretation)

Study the values listed above and rearrange them in order of yoﬁr
preference. The value that is most important to you should bve placed
on line 1; the one least valuable to you is placed on line 20.

1. 11.
2. 12.
3. 13.
4 14.
5. , 15.
6. 16.
7. 17. 11
3. 18. |
9. 19.
10. ’ 20.

If you strongly hold any values that are not mentioned here, list
them in the space provided below.

1.

5] 2.




ACTIVITY #3. Of all your friends and acquaintances, list three (3),
ﬁ? by name, whom you think would have the same values you
did within their first six (6). (Their ranking does
not necessarily have to be in the same order.)

ACTIVITY #4. Cive: the list in Activity #2 to 15 people and ask
that they rank the values in order of their importance.
Study the results to determine if any of the 15 people
had the same first six (6) values as you. (They do
not have to be in the same order.) (If at all possible,
be certain the list is given to those people identified
in Activity #3.) List below the people who selected
the same first six (6) values that you did.

ACTIVITY #5. In order to place these rctivities in perspective
with your career choice, ask at least three (3) people
who are vorking at your career choice to rank the
values in the list. Make an item analysis of the
responses in groups of five (5) values ... That is,
the number of values that you and they include in
your first five (5), the number you have in common
in the second, third, and fourth groups of five (5)
values. Use the form on page 8 for this item

comparison.
oAMIPLE Number of items that were the same as your ranking.
Career Career Career
self Person 1 | Person 2 | Person 3
First 5 5 2 1 4
Second 5 5 4 3 4
Third 5 5 4 2 5
Fourth 5§ 5 5 1 3

68




The example indicates that the first person who ranked the
values ranked two of the values listed in your first five in

’ his first five, four of the values listed in his second five
were in your second five; this same situation developed in the
third group of five values. You both listed the same five
values in your last group of values.

Form for Activity #5

Humber of items that gorregsond with your ranking.
Self Career Person 1 12 133 s4r*4Es | 76
First § 5
Second § 5
Third 5 5
Fourth % 5

**Space indicated for more than threc (3) samplings if you wish to
use a greater sample.

Do you find someone vhose values differ greatly from yours —- as in
number 2 in the example? Yes No
Vhat reesons could you give for this?
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ACTIVITY #4. Vould you say that values greatly affect one's selection

of a career? How? Why? Indicate which of your values
had an influence in the selection of your present career
objective. (Answer the three (3) questions and the
career objective selection involvement in a two-page
statement that is to be turned in to your Coordinator

of Vork Experience Education.

Resources:

1.

Ard, Ben N. Jr. (Editor) Counseling and Psychotherapy, Classics
On Theories and Issues, Science and Zehavior Books, Inc., 577
College Avenue, Palo Alto, California 94306

Srammer, L.M., and Shostrom, E.L., Therapeutic Psychology.
Prentice-llall, Inc. Englewood Cliffs, New Jersey, 1960,
Kimbrell, Crady, and Vineyard, Ben S., Succeeding In the Vorld
of Vork, Hcknight ond HeKnight Publishing Company, Bloomington,
Illinois, 1970

liebster, Harian, lebster's Collegiate Dictionary, S5th Edition,

G and C. Merrian Company Publishers, 1945.




POST-TEST

l. Define the term "values."

(Scoring — 10 points)

2. Identify three (3) values that you feel strongly apply to you.

A.

E.

c.
(8coring —- 5 points each, up o 15)

5. Identify three (3) people who hold similar values. (These need
not be {riends.)

A,

T.

C.

(Scoring -~ no points)

4. How cun your values cause you to reject certain career choices?

(Scoring -- up to 15 points for a good answer)

5. ‘hat value or values most caused you to select your present
carcer choice?

(Scoring -- up to 20 points, 5 points for each value)

Q; tinimum level of acceptable performance is 45 points. Coordinator of
York Sxperience Education may suggest that you continue in this area
by working on I-DEAS.

ERIC 1




POST-TEST (Scoring Key)

Ansver must contain some of the ideas listed below:

A, Tomething intrinsically valuable

B. A firm conscious or unconscious belief in the worth of an
idea or feeling

C. The object of an action

D. Things we think are important

Correctness must be accepted by the Coordinator of Vork Experience
Education,

Accept valid responses.,

(4s example). Religious values might cause you to reject
occupations in alcoholic beverage and related occupations,

Accept valid response.,

llote: List of values included in Pre-Test Scoring Key may be of
value in scoring the Post-Test,




I-DEAS

Select five (5) of your favorite teachers and five (5) who are
not favorite, and ask them to rank the values listed in Activity
2. Is therc a similarity of ranking among favorite teachers?
Yes Ho . Vere the values ranked similar to yours?

Yes To . Vas there a similarity among the non-favorite
teachers? Yes No . Wele the ratings of the non-favorites
gimilar to yours? Yes No .

S

For I-DEAS ;72 and #3, check with your counselor to see if the
matericls arc available.

If aveiloble, take the Allport-Vernon-Lindzey "Study of Values."
This is a scalec for measuring dominant interest in personality.
(3y using the hand-scored edition, immediate results will be
available.) Compare your results with the tables of occupational
norms provided to determine if the profilc of your results is
similar to any of the occupational groups indicated,

Resource: Allport, Vernon, Lindzey "Study of Values"
Houghton Mifflin Company, Palo Alto, 1960

fnother inventory that deals strictly with vork values is Donald
Super's "Hork Valuc Inventory." This instrument was developed
to meet the needs of nssessing the goals which motivate man to
work. This, too, may be hand-scored for immediate results.

Teke this inventory and ask your counselor to help you interpret
the results.

There are no comparative norms for this inventory. It provides
a look at individual assessment in the value areas indicated
in the inventory,

Resource: Super, Donzld B. "York Values Inventory"

Houghton Mifflin Company, Palo Alto, 1970




i LAP Prepared By: Thomas G, Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE 4

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objectives 3.1.6 On the basis of the test provided
by your counselor or your work experience education coordi-
nator, determine whether you prefer to work with people,
ideas, things, or combinations of these.

NOTE T0 THE STUDENT

By the time you complete this LAP you will be able to:

1. Chart preferences for working with people, ideas,
things, or combinations of these.

2. TIdentify some occupations that fit these preferences,

RATIONALE

This LAP 1s designed to help you determine if you prefer
to work with people, ideas, things, or a combination of
these. Job relationships such as these arv as important
for you to understand as the specific aptitudes necessary
for mastery of the skill aspects of a given Job,




WORK EXPERIENCE EDUCATION -~ CONTINUED

DIRECTTONS
In this LAP you will determine if you prefer to work with
people, ideas, things, or a combination of these aspects

of a Jobs you will indicate a total of 21 specific jobs

and tell which of these aspects or combinations of these

aspects are of prime consideration in each.




PRE-TEST

T A (Pretest may be either written or recorvic:i)
1, IList 3 sources available to you in determining whether
your interests involve job aspects of data, psople,
things, or a com tion of these.

b.

Ce

2. Do you prefer to work with people s data ’
things s Or a combination of these ?
(Check the appropriate aspect.) If you checked com-
bination indicate the combination(s

3. Indicate the basis for your answer to #2 by checking
and completing the appropriate item.

e Your ovm feelings.,

be Personal experience. What experience?

co Completed Interest Survey. Name of Survey is

I, Tell whether your success or lack of success in the classes
you are now taking indicates interest in data, people, ideas,
or a combination of these.

] Minimum level of performance for skipping the LAP is a score
of 15. Return pre-test to the work experience coordinator
for scoring before continuing.

3
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PRE-TEST (Scoring Key)

a. KUDER Preference Record
be Strong Vocational Interest Elank
¢e Ohio Vocational Interest Survey

(any other interest survey that indicates people, data,
or thing involvement)

5 points for each correct response up to three (3)

No point value -- Deduct 1 point if combination is checked
and that combination is not indicated.

If a 1s checked give no point credit

If b is checked give no point credit (deduct one point
if type of experience is not noted.)

If ¢ is checked give no point credit (deduct one point
if name of survey is not indicated)

No point value ==~ (deduct 1 point for each class student
is taking that he/she does not give
adequate response for)

Total possible score is 13




LEARNING ACTIVITIES AND RESOURCES

Instructions: Do Activities 1 or 2 and 3.

1.

2.

3

T
4

If the interest inventory you took in 3.1.2 has a scale
for detemining or ranking your interests in terms of
working: (a) with people, (b) with ideas, (o) with things,
or (d) a combination, use these ratings for your stronger
Preferences to complete the chart provided for Activity

#1 on page 6 of this LAP,

If the interest inventory did not cover a rating in a,
b, ¢, ord, or if you were allowed to siip the LAP for
Performance Objective 3.1.2, secure an inventory from
your counselor or work experience education coordinator
and complete it, have it scored, and then use the fomm
provided for Activity #1 on page 6 of this LAP to chart
the picture of your preferences.

Identify three (3) occupations that you might consider if

you prefer working with data, three occupations that are
primarily concerned with people, and three that are concerned
with things, and three occupations for the various combinations
of the people, data, thing aspects of the work world. Use
the form provided for Activity #3 on page 7 of this LAP,
Sources of information would includes the Dictionary of
Qcoupational Titles, U.S. Department of Labor, Superintend-
ent of Documents, U.S. Government Printing Office, Washington,
D.C. 20402; The Occupational Outlook Handbook, U.S. Depart-
ment of Labor, the Bureau of Labor Statistics and the Ohle
Yocationa) Interest Inventory, student printout available

through Harcourt, Brace and Javanovich, San Francisco,
California,




FORM FOR
ACTIVITY 1 (or 2)

Use an (x) to indicate the degree of preference for working
with these various aspects of the work world as indicated by
the interest inventory you responded to,

HIGH

AVERAGE

LOW

PEOPLE

IDEAS

THINGS

PBOPLE - IDEAS

FEOFLE - THINGS

IDEAS - THINGS

PEOPLE - IDEAS - THINGS




FORM FOR
ACTIVITY #3

i Identify 3 occupations that indicats o preference need for

each aspect of involvement; data, people, things, or the various
oombinations as indicated.

OCCUPATIONAL TITLE

DATA
1.

2,

3.

PEOPLE
1,

2,

3

THINGS
1,

2,
v 3.

DATA-PEOPLE
1,

2,
3.

1,

2,
3.

2,
3.
DATA-PEOPLE~THINGS

1,
b 2,
3,




ROST-TEST

Secure the Pre-Test from your work experience education coordinator.

1. Based on the information given by the interest inventory do you
still see yourself as you did on Pre-Test Item #1? Yes
No )

If you responded no to the above indicate the specific differ-
ences you are aware of and attempt to account for these differ-
ences.

2. Indicate 3 sources available to aid you in determining what
types of involvement you prefer: people, data, things, or
any combination thereof.

b.

Ce

In a brief statement indicate why you know it is important to

consider your interests as well as your aptitudes when considering
career possibllities,

Miniwum level of acceptablg{perfoma.nce for completing this

Performance Objective is 9

of maximum points available on
Post~Test. .

If you scored 956 or better see your Work Experience Education
Coordinator about the possibility of working on one or more of
the In-Depth Educational Ideas,




POST TEST SCORING KEY

The quality of response to this item will have to be determined
by the work experience education coordinator.

KUDER Preference Recoxd

Strong Vocational Interest Hlank
Ohio Vocational Interest Survey

(or any other interest inventory that reports results in
people, data, or thing aspectsg

for each correct response un to rroct responses

3+« Quality of response must be detemined by the work experience
education coordinator.

Total points available excluding 1 and 3 is nine (9).
Determine suitable maximmm scores for Items 1 and 3 and add
to total possible for Item 2. Minimm acceptable performance
should be 90% of total possible.




%)

1.

2,

3e

I-DEAS

After detemmining areas of preference of woridng with people,
data, things, or combination, list 15 occupations that are in

. keeping with your preference. (Use the form provided for I-DEA

#1 on page 11 of this LAP.) In the second colusm indicate the

specific interest that is related to this occupation and in the

third column indicate, by using an (x), if this interest is the

basic interest needed for that occupation.

(Remember - the areas of interest include:s Outdoor, Clerical,
Social Work, and the like.)

Visit and observe 2 places of employment that meet both your
preferex)aces and your interests. (Refer to chart for Idea #1,
page 11

Make a form that would indicate at least the following:

Job Title?

Data, People, or thing involvement?

Possibilities for advancement?

Training required? '

Education required?

Any other data that you may feel you need to know
to help you in your self-evaluation.

INustrate, diagram, or photograph a minimmm of 6 job duties of
3 occupations that involve (mainly) working with people, 6 job
duties of 3 occupations dealing primarily with data. Do the
same for occupations that deal with things and the various
combinations of these aspects of work.




OCCUPATION

IS INTEREST AS

INDICATED IN OOL.
TWO BASIC TO YOU
AS AN INDIVIDUAL?




LAP Prepared By: Thomas G Schmitt

WORK EXPERTENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Educations VOCATIONAL

Program Goals 3.1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, carcer
expectations, and degree of motivation to pursue short-range
and long-range gaols. .

Performance Objective:s 3.1.7 Considering your school achievement
and attendance, decide how much education beyond high school
you would like to complete. Give at least three (3) reasons
for your answer.

NOTE TO THE STUDENT
By the time you complete this LAP you will have:
1, Reviewed your overall high school achlevement record.

2, Reviewed your high school attendance record and noted
any areas of specific attendance problems,

RATIONALE

This LAP is designed to help you become more aware of
your willingness to pursue a goal and to perform those
acts necessary to attain that goal. '

8o

e




WORK EXPERIENCE EDUCATION -~ CONTINUED

DIRECTTONS

In this LAP you will complete an analysis of your school
achievement and indicate your grade point average in the
major fields of your school curriculum. You will plot

your achievement and attendance in a mammer that will
enable you to determine if your attendance had an effect

on your achievement, ‘and you will indicate areas of
education and training beyond high school that are required
for your career objective and whether you feel you are

willing to make the effort to achlieve that goal.




1.

o army

2,

3.

b,

5

PRE-TEST

Over the last full school year how many days were you absent?

days

Did you miss some classes more than otherst Yes ____ No

Indicate class( Qs) and why
Class Why

Class Why

List the classes you did better than average in last year.

- 19 b, : Ce

d. . (-3 f.

At this point in time, what is your career objective?

Does this goal require continued education or tralning beyond high
school?

Yes No,

a. If yes, how much?

bs If yes, where can you get the education or training required?

A1]l students must complete this LAP regardless of pre-test score.




PRE-TEST SCORING KEY

Obtain data from attendance office. Score 20 points if perfect

and deduct 2 points for each day of variance between what student
reports and actual number of days absent.

This information probably is not avallable from attendance; there-
fore, student's response will have to be taken on face value unless
your school has some provision for recording period absence.

(Give no points for this.):

For each class detemmining grades and if class listed had grade of:

A give 3 points
B give 2 points
C give 0 points
D deduct 2 points
F deduct 3 points

Maximum possible here is 3 times number of classes indicated.

4, Any realistic response from "I haven't made up my mine.," to
geophysicist will have to be accepted. (No points)

5. Depends on answer to number 4,

Point values for items one and three only.




ACTIVITIES

Complete Activities 1, 2, 3, and 4

1.

2,

3.

b4,

Using the form provided for Activity 1 on page 6 of the LAP, 1list
your overall high school achlevement record. Indicate by subject
matter areas as indicated on the form.

The attendance clerk in your school will be able to check your
attendance record for you. How many days of school did you miss
last year?

Why have you missed? Illness? Lack of interest?

Have you missed specific classes more than others?
Which classes?

Using the form provided for Activity 2 on page 7 of this LAP, draw
a line graph of your attendance in each of the areas listed in
Activity 1 and superimpose on this the graph of your achievement
by grade point average as determmined in Activity 1.

Using the form provided for Activity 3 on page 8 and by using any
resource avallable to you, indicate what subject areas are required
in advanced study (beyond high school) for your career objective.

Study the results of Activities 1, 2, and 3 and indicate for each
unit of education and/or training you listed in Activity 3 if you
feel you would be able to complete the requirements.

List at least three reasons for each positive or negative response.
(Use the form provided for Activity 4 on page 9 of this LAP.)

Examples

EDUCATION AND/OR TRAINING - DO YOU FEEL YOU ARE GOING TO

REQUIRED BEYOND HIGH SCHOOL BE WILLING AND ABLE T0 COMPLETE
THESE REQUIREMENTS (YES, NO)

1l, 9 months of welding Yes

3.

REASONS FOR YOUR STATEMENTS ABOUT COMPLETING THESE REQUIREMENTS

l, as I have done well in metal shop.
b, I like working with metal.

¢ My attendance has been regular with little absences.




FORM FOR ACTIVITY #1

A
NUMBER OF GRADE POINT
SUBJECT MATTER AREA SEMESTER CREDITS AVERAGE
MATH
ENGLISH

SOCIAL SCIENCE

SCIENCE

PHYSICAL
EDUCATION

SHOP

COURSES
(include arts &
crafts)

BUSINESS

OTHER




l FORM FOR ACTIVITY 2
(Do this for the last school year only)
30 ' 4,0
~+ 345
25
""'300
20 %
| . g
% +25
=]
f& 15 1 2,0 2
a ' @
lis 8
> 10
‘4"100
5
"‘}'005
0o 0

MATH ENGLISH SOC, STUDIES SCIENCE PHY, ED. SHOP BUSINESS




FORM FOR ACTIVITY 3

Indicate career objective

For this objective the following education and/or training beyond
high school is required

EDUCATION AND/OR | IS THIS AN AREA OF HIGH | WAS YOUR ATTENDANCE PERFECT
TRAINING BEYOND LEVEL OF ACHIEVEMENT ON | OR BELOW AVERAGE IN THIS
HIGH SCHOOL YOUR PART? AREA IN HIGH SCHOOL?

9 months of

welding No Average
i.es requires




FORM FOR ACTIVITY 4

EDUCATION AND/OR TRAINING ' DO YOU FEEL YOU ARE GOING
REQUIRED BEYOND HIGH SCHOOL TO BE WILLING AND ARLE TO

COMPLETE THESE REQUIREMENTS
(YES, NO)

1.
2,
3.
b,
5
6.

REASONS FOR YOUR STATEMENTS APOUT COMPLETING THESE REQUIREMENTS:

1.

2,

3.

L,

5.

b.

Co

b.

Co

b,

Co

b,

Co

b,

Co

b,

Ce




POST TEST

State your career objective

Does your career objective suggest post high school education or
training?

Yes No

List three areas of post high school activity suggested and indicate
length of time required.

AREA TIME INVOLVED

8

b.

Ce

L4, Give four reasons why you feel you are (or are not) going to be
able to complete the post high school education or training
suggested. ,

- 99

b.

Ce

d.

Minimum acéeptable level of performance is 80% of possible total of
40 points.

If you score 36 points or more check with W.E.E. Coordinator for
possible work on IDEAS listed on page _12 of this LAP,




1.

2.

3.

POST TEST (SCORING KEY)
Five points for any reasonable response.
Five points for correct response based on Item #1.

Three pbints for each area suggested and three points for
each time indicated for a maximum of three each (Total possible
is 18 points - modify if suggested areas are less than three.)

Three points Tor each reason given based on attendance and
achievement. (Twelve maximum)

Total points = forty points maximum.




I-DEAS

1, Interview someone who works in the occupation you are interested
in -- Taps the interview, make tape available to W.E.E. Coordi-
nator or career center for future use.

a. Prepare questions to ask ahead of time -~ covering
achievement in subject matter areas, etc.

b, Discuss questions with instructor before conducting the
interview,

2. Prepare display or exhiblit for career development center on areas
and levels of needed achievement in your selected occupation.




LAP Prepared By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Seas,

Type of Work Expsrience Education: VOCATIONAL

Program Goal: 3.2 Explore the current and emerging opportunities
for employment in your present assigmment and for advancement
within related occupations, .

Porformance Objectives 3,2,1 Identify opportunities for employ=-

ment in your present career staticn and one other based oni
(1) current needs in your commnity, California, and the
nation, and (2) anticipated needs for the next five years

in your commnity, Califoimia, and the nation. Document
your findings by using the Occupational Outlook Handbook,
bulletins of the U,S. Department of Labor, HRD bulletins,

and other library sources.

NOTE TO THE STUDENT
By the time you complete this LAP you will have:

1. Become acquainted with sources for information
regarding job outlook and opportunities.

2. Secured information on present and future pros-
pects In two job stations,

RATIONALE
This LAP is designed to help you analyze present and
future employment opportunities in your current career

station and one other career station of your choice.

DIRECTIONS

In this LAP you will analyze and graph for two career
stations local, state, and national, current need and
future prospects for employment. You will write to
various sources and request information that will be of

benefit in completing this LAP.




1.

2,

3.

5

PRE-TEST

Indicate your current job title.
Is your job considered an emerging occupation? a declining
occupation? or is it static? (Check the appropri-
ate space.) —

Name three occupations in which job opportunities have declined
in the past ten years.

&,

b,

Ce

Name three occupations in which Job opportunities have increased
in the past ten years.

8¢

b,

Ce

As specified in Occupational Outlook Handbook, what percent of
growth will occur in the areas indicated below in the next five
yearst (Growth as opposed to replacement.)

Services? Semiskilled? Unskilled?

The need for registered nurses will exceed the need for engineers
in the next five years.

True False

Question 1 is worth 5 points.

Question 2, 3, and 4 are worth 15 points each.

Question 5 iz worth 5 points.

The minimm acceptable level of performance to skip this LAP is
45 points.




PRE-TEST (SCORING KEY)

l. Give five points for correct response.

2. Five points for each corréct response,
3.

b,

Flve points for each correct response.

Employment growth in service areas will increase by over
100% in the next five years.

Employment growth in semiskilled areas will increase by
‘ approximately 35% in the next five years.

There will be no growth factor in unskilled areas in the next
(Give five points for correct answer.)

5. False (Five points.)

five years.

I P R T g
e o S S
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1.,

2,

3.

4,

Se

ACTIVITIES

3.2.1

To get a general picture of employment opportunities and
outlook, m»ead pages 360 to 379 in Succeeding in the World
¢f Work by Kimbrell and Vineyard, McKnight and McKnight
Publishing Company, Bloomington, Illinois, 1970.

Indicate the job title of your present career station.

Select on other career station (job title) that interests you

State your reasons for selecting this job title

Contact, in person, your local Chamber of Commerce, your school
employment office, a private employment office, and the Office
of Human Resources Development to determine present and anti-
cipated need in job opportunities in your community for both
the job you are working at and the one selected for research.

LOCAL :
CURRENT JOB STATION SELECTED STATION

PRESENT NEED

ANTICIPATED
NEED

(Fill in values appropriate to your areas by total numbers as
74951 or by hundreds-80 or by thousands-8)

Contact the local Department of Human Resources Development to
determine present and future needs in the two job classifications
under consideration for the State level.

STATE
CURRENT JOB STATION SELECTED STATION

PRESENT NEED

NEED IN 5 YEARS

Using the Occupational Outlook Handbook, U.S. Department of Labor,

Bureau of Labor Statistics, Washington D.C. and the Bulletins of

~b- 1GO




ACTIVITIES --~ CONTINUED

the U.S. Department of Labor determine the present and the
anticipated need in five years in the two career stations
under consideration.
NATTIONAL
CURRENT JOB STATION SELECTED STATION

PRESENT NEED

NEED IN 5 YEARS

Contact by letter the national headquarters or national organiza-
tions of the specific areas of work related to your current sta-
tion as indicated in Appendix 4 of Succeeding in the World of
Work and solicit information relative to present and future need
in five years. Compile the information in a scrapbook or on a
bulletin board and turn into your W.E.E. Coordinator for evalua-
tion.

Construct 3 separate graphs for each job career station (see
example below) to illustrate present and five year future needs
for your locality, state, and nation, (Use the form provided for
Activity 8 on page 6 of this LAP,)

Local . Current Job Selected Job

1971 1971

1976 — 1976
Shovn in hundreds Shown in hundreds
01231&5.3 01231&53?89

Based on what you have learned in this LAP about potential
future opportunities in your current and selected cureer
stations, do you feel it adwvisable to pursue either as a
career objective?

Current Career Station Yes No

——— Y et

Selected Career Station Yes No




FORM FOR ACTIVITY 8

LOCAL
CURRENT CAREER STATION SELECTED CAREER STATION
title title

Now

Syrs.
Shown in Shown in

Which shows greatest potential at the local level?

STATE
CORRENT CAREER STATION SELECTED CAREER STATION
title title
Shown in Shown in

Which job shows greatest potential at the state level?

NATTONAL
CURRENT CAREER STATION SELECTED CAREER STATION
title - title

Now

5yrs.
Shown in Shown in

Which Job shows greatest potential at national level?

If your information idicates that one job has greater potential at one
level and the other at a different level give reasons why this could be.

~6~ 102




1.

2.

3.
L,

POST TEST

How many people are working at the job you are doing?
Job title

In your community

In your state

In your nation

What local agency was the best source of intormation about local
job needs?

What was it about thls source that was better than any of the
others you checked?

What percentage of people working at your job is female? )

Did the resources you contacted in Activity 7 show significantly
differeni current and future needs than were indicated by the

Occupational Outlook Handbook or the bulletins of the U.S,
Department of Labo:?

Yes "~ No

Scoring key on page 8.

Minirmum level of acceptable performance is 30 points. If you score
35 points or more check with the W.E.E. Coordinator about work on
the In-Depth Educational Activities related to this LAP.

1G3




LS

1.

2.

3.

b,

POST TEST SCORING KEY
Use the LAP information developed by the student to ascertain
correct nmumbers.
Give five points for each correct respense.

Value of this response is not to exceed 15 points. Quality
to be determined by local work experience education coordinator.

Occupational Outlook Handbook is reference.
Value of correct response = 5 points.

Correctness of response to be determined by local W.E.E.
Coordinator .

Five points.




I-DEAS

1. Determine what is the ladder of advancement in your occupation,
(What are the steps necessary to advance from lowest position
to top of the ladder. Is there much chance of advancement?

Is the occupation expanding or static?) Tllustrate this ladder

of advancement in the form that you feel will best show the
steps.

2. Determine the rate of reasons for personnel change-over (the
rate at which people leave the field and new people are added)
in your occupation and selected occupation. (Poor working
conditions, death, advancement, erl:c:.E’a




LAP Prepared By: Thomas G. Schritt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.2 Explore the current and emerging opportunities for

employment in your present assignment and for advancement within
related occupations.

Performances Objective: 3.2.2 Baged upon your findings for Performance
Objective 3.2,1, decide which career holds greater promise of future

employment for you. Select one of the two careers and Justify your
decision. '

NOTE TO THE STUDENT

By the time you complete this LAP You will have:

1. Graphed employment needs over the next five years for two career
- stations.

2. Drawn conclusions about the Jjob from the graph.

3. Decided which of the two careers under consideration offers a
better employment picture.

RATTONALE

This LAP is designed to help you come to a decision, and be able to

Justify that decision, as to which career holds a greater promise

far you based on future predicted ernployment in given occupational
fields.

DIRECTIONS

(You must have completed Vocational LAP 3.2.1 before starting this
LAP.) In this LAP you will compare future employment prospects of
two careers and decide which offers a better potential for your

futuwre employment.




PRE-TEST

1. Name 6 sources available to you that will aid you in exploring
current and emerging opportunities for employment in various
occupational fields.

1.

2. Name the careers that you studied in 3.2.1.

. a.
' {(Job 'fitiﬂ -
b. ——
{(Job Title)

3. List 5 specific job titles related to each title listed above.
. b

a

1 1
2 2
3. . 3.
L b
5 5

k. The unemployment rate for persons who have not completed high school
is more than twice the rate of workers who heve completed high school.

True False (Check the correct response.)

5. Name two industries that will suffer a decline in employment by 1975.
1.

¥ 2.

-2-
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PRE-TEST (continued)

6. How many people are working at the first job you selected?

Job Title

In your community

In the state

In the nation

7. Wnat is the predicted number of people who will be working at this

job five years from now?

In your community

in the state

In the nation

8. which holds greater promise?

Give two reasons:
a.

b.

If you scors 135 points, you may skip the LAP,




7.

PRE-TEST
Scaring Key

Five points for each correct response up to 30 points on this item.

Correct responses include:

a. Succeedior_lg in the World of Work

b. Occupati Outloo 00

c. Encyclopedia of Careers and Vocational Guidance
d. California Occupational Guldes

e. Department of Human Resourcas Development

f. Office of United States Department of Labor

€. Chamber of Commerce

h. Iocal businesses related to your field

i. Businesses you may write to for occupational outlooks and
any others you deem acceptable for this purpose.

Five points for each response indicated in LAP 3.2.1

Rafer to 'Worker Traits Arrangement of Titles and Codes" in the D.O.T.
Volume II

Five points for each correct title given up to 50 points.

True

15.5 for Non High School Graduates as compared to 7.5% for High
School Graduates

Five points for correct response

Correct responses are:

l. Mning
2. Agriculture

Five points for each correct response up to 10 points for this item.

Numbers will depend on job title indicated. Check Occupational Outlook

Handbook.
Five points for each correct response up to 15 points for this item.
Numbers will depend on job title indicated. Check Occupational Outlook

Handbook.

Five points for each correct response up to 15 points for this item.

k- 1C9



PRE-TEST ( continued )

Scoring Key

8. The Coordinator of Work Experience Education will check on this.
Answers which show thought shall be considered correct.

Ten points for correct response.

Total Points: 15
Acceptable Score: 135




LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS:

Complete all activities in this LAP,



ACTIVITY 1

In LAP 3.2.1 you studied your present career station and one other'
of your own choosing to determine present and five year future employment
opportunities. Of these two job stations,which one will enjoy a greater
percentage of increased employment within the next five years. Gather
the necessary information and display it in graph and table form as indica-
ted in the example given below. Turn the finished graph in to your Work
Experience Education Coordinator. Use form on Page 8.

Local Need

2800 (Use national, state,
or local figures but
/ so indicate on your
2300 ' . graph.)
|
1800
Sales
1300 1
Repair | —
1571 T 1973 T 1976

it

1971 1972 1973 197l 1975 1976 Increase®
AUTO SERVICE STATIONS SALES 1500 1610 1820 1950 2100 2300 50.6%
AUTO BODY AND FENDER REPAIR 910 1090  1hho 1750 2200 2730 200.0%

% All Figures are Fictitious.

112




FORM FR ACTIVITY 1

FOLLOW THE EXAMPLE ON PAGE 7.

o Té’?‘r . T E?lh 197 o7

g

1970 1972 1973 1974 1975 1976 %Increase
CAREER I

CAREER II

Q 113




S

ACTIVITY 2

Study the graph you drew in ACTIVITY 1. Then itemize conclusions

that can be drasm about the two Job stations. (in example might be from

the sample graph for ACTIVITY 1 - Auto Body and Fender Repair will have

a greater increase in employment over the next five years than will Auto
Service Stations Sales Persons. )

Conclusiong:

a,




ACTIVITY 3

In studying future prospects of employment is it important to study
only percentage of increase or decline, or is it also important to consider
the numberical values involved?

WHY?

In the space provided give two examples of figures that could be misleading,
1.

2.

=10~

215




ACTIVITY L

The information you have gathered may indicate that neither of the
Jobs studied is particularly good for you and that you should look further.
BUT based upon fche information you have gathered, which of the two carears
would be best for you?

Give 3 spacific reasons'(related to future needs) for your conclusions.

1.

-1l
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POST TEST

. 1. Iist the title of the career (in 3.2.1) holding the greatest promise
; of future employment for you.

(Job Title)

2. List 5 sources of information you used to gather the information upon
which you based your decisions.

1.

2
3
L.
5

3. Indicate the number of People presently working at the Job, indicated
in Ttem #1 of this Post-Test:

In your community
In the state
In the nation

k. Iist the numbers of persons that will be working at that particular job
in 1975 in:

In your community
In the state
In the nation

Minimum Level of Acceptable Performance on this Post-Test is LS points.
If you scored 55 points or more see Yyour instructor about more in-depth work
in this area. (I-DEAS)

If you scored less than L5 points, repeat the LAP,
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POST TEST
l _ Scoring Key

1. Check LAP 3,2.1 and give credit for same response,
Total possible: 5 points.

2. Any 5 that were indicated as appropriate for Item #1 on Pre-Test Scoring
Key.
Scoring: 5 points for each acceptable response up to 25 bo:lnts maximum,

3. Refer to IAP 3.2.1 for correctness of response,

Total possible: 15 points,

k. Refer to LAP 3.2.1 for correctness of response.
Total possible: 15 points,

Total Possible on Post Test is 60 points,

Q 118




I-DEAS

l. Some of your studies may have shown only slight increase in employment

opportunities and others may have showm decreasing opportunities.

Refar to Occupational Outlook Handbook, Ehgzclgpedia of Careers and
Vocational Guidance or any other reliable source to learn about 5

increasing or emerging occupations or fields.

Use your imagination and prepare a class Presentation (by £ilr,
pictures, drawings, illustrations, graphs,
fieldS)o

etc.on these occupational

2. Do the same 'as above for § decreasing or declining occupations,



LAP Prepared Bv: ©Robert J. Menke

WORK. FXPERIFNCF. EDUCATION

LEARMING ACTIVITY PACKAGE #
l Type of Work Experience Fducation: VOCATIONAL
Program Goal: 3.3 Tdentify the educational and training

requirements of your present employment and compare them to
the requirements for advancement within related occupations.

Performance Objective: 3.3.1 Based upon the educational and
training requirements necessary to enter vour present career
station as a full-time emplovee, describe: (1) the requirements
you have successfully completed, and (2) the requirements you
must complete to be elipible for full-time employment. Develop
a plan for meeting the reauirements and estimate the time you
need to complete the necessarvy education and training.

NOTE TO THE STUDENT

Bv the time you complete this LAP you will be able to:

1. Tdentify the educational and tratning requirements
needed for full-time employment in vour present
career station.

2. TIdentifv which requirements you have completed and
which requirements you have vet to complete.

3. Develop your time plan to enable you to meet the
educational and trainine requirements for full-time
employment at your career station.

RATTONALE
This LAP is designed to help vou identifv the educational
and training requirements necessary for a full-time

emplovee at your present career station.

DIRECTIONS
In this LAP you will identifv the educational and trainine -
requirements necessary for a full-time employee at vour
present career station; develop a plan for meeting these

requirements; estimate the time you need to complete the

necessary education and trainine.

L 120




PRE-TEST

INSTRUCTIONS: This Pre-Test is designed to measure your understanding
of the ideas expressed in Performance Objective 3.3.1 in this
Learning Activity Package, Write your answers to the Pre-Test
in the spaces provided,

What is your understanding of 'the educational requirements for

1.
a job"?

What is your understanding of the "the training requirements for

a job"?

A iy

Distinpguish between educational requirements for employment and

3.
training requirements for employment.

List the educational requirements necessary at vour career station.

4,

-2-
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5. List the traihing requirements necessary at vour career station.

6. List the educational requirements necessary for full-time
employment at your career station.

7. List the training requirements necessary for full-time
employment at your career station.

8. Describe how you would develop a plan to estimate the time it
. will take you to complete the necessary educational and training
requirements for full-time employment at your career station.

If you cannot answer all of the questions above, proceed directly to
Activity #1, '

If your answers to the Pre-Test are correct and clearly demonstrate
that you understand the Performance Ohjective 3.3.1, your instructor
will direct you to proceed immediately to the next Performance

Objective 3.3.2 122




PRE-TEST (Scoring Key)

1. Educational requirements for a job are the highest level of
formal teaching necessary to meet the needs at -the work station.

2. Training requirements for a job are the highest level of
instruction in the specific field or profession that is necessary
to meet the need at the work station.

3. The educational requirements for employment are those necessary
mental skills which are learned through formal teaching. The

training requirements are the physical skills learned through
instruction in the specific field or professtion.

4, Self-explanatory.
5. Self-explanatory.
6. Self-explanatory.
7. Self—explanatory.‘

8. Self-explanatory.



LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: Activities #1, #2, #3, and #4 are required.

ACTIVITY #1. This activity is designed to help you determine the
educational and training requirements necessary to

enter your present career station as a full-time
employee.

1. Tdentify the office or person at your career station responsible
‘for hiring full-time employees. (Your Work Experience Education
Sponsor can help you.)

2, Secure from this office, or person, a description of the
educational and training requirements that a person must meet
to be hired as a full-time employee at vour assigned career
station.

3. List below, the educational requirements necessary for full-time
- employment at your assigned career gtation.

Ty

4. List below, the training requirements necessary for full-time
employment at your assigned career station.




LEARNING ACTIVITIES AND RESQURCES

ACTIVITY #2. This activity is designed to help you identify the
educational and training requirements that you have

successfully completed to enter your present career :
station as a full-time employee. '

1. Transfer the educational requirements listed in Activity #1,
page 5, to the Fducational Requirements Planning Sheet on page 7.

a2, Under Column 2 of the Fducational Requirements Planning
Sheet, write in the words, ''Requirements Completed."
(Your planning sheet should now look like this.)

EDUCATIONAL REQUIREMENTS PLANNING SHEET

Name:

Career Station:

» Column 1 ' Column 2 Column 3
7 v v Requirements
) EDUCATIONAL RENUIREMENTS Completed

b. Under Column 2 of the Educational Requirements Planning
Sheet, write in the approximate date of any requirements
you have successfully completed.

2, Transfer the training requirements listed in Activity #1,
page 5, to the Training Requirements Planning Sheet on page 8.

a. Under Column 2 of the Training Requirements Planning Sheet,
write in the words, '"Requirements Completed."
(Your planning sheet should now look like this.)

TRAINING REQUIREMFENTS PLANNING SHEET

Name:

Career Station:

Column 1 Column 2 Column 3
Requirements '
j TRAINING REQUIRFMENTS Completed '

b. Under Column 2 of the Training Requirements Planning Sheet,
write in the approximate date of any requirements you have
successfully completed.

e .. 125
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LEARNING ACTTVITIFS AND RESOURCES

 ACTIVITY #3., This activity is designed to help vou identify the
educational and training requirements that you must

complete to he eligihle for full-time employment at
your present career station.

Using the Educational and Training Requirements Plannihg

Sheets, under Column 3, write in the words, "Requirements
Now Workine Towards."

a. Write today's date after those requirements on which
vou are now working towards completion.

Using the Fducational and Training Requirements Planning
Sheets, head Column 4 with, "Requirements Will Re
Completed By."

a. Fill in the space provided with the date of completion
of the requirement as you nov see it (i.e., date,
high school graduation, junior college, collepe, or
so many vears of skills, etc.)




- LEARNING ACTIVITIFS AND RESOURCES

It is designed for you to deﬁelop your plan for meeting
the educational and training requirements necessary for
full-time employment at your career station.

ACTIVITY #4. This activity is YOURS!!!!!

You have, in Activity #3, column 4 of this LAP - on
the Educational and Training Requirement Planning Sheets,
identified those requirements you have not completed.

YOU have also made record of the date of completion for
those requirements.

YOU DEVELOP YOUR OWM PLAN!

Select a target date when you would like to be
employed full—-time.

Identify the requirements necessary for full-time
emplovment.

Estimate the time you need to complete the education
and training necessary to prepare you for full-time
employment,

Suggestions:

1. You might make a list using the Educational and
Training Requirements Planning Sheets, and write
after each unfinished requirement an explanation

as to the timé and date needed to fulfill the
requirement.

You might make a monthly calendar and note when
each educational and training requirement will he
completed -- such as: Completion of a specific
course in high school; so many hours of training
needed under a certain foreman; the completion of
specific tasks, tests, or skills, etec.

You might even specify as to where this training
and education will take place (i.e., at the career
station, at a certain educational institution, etc.)

4, 1If You are very clever, YOU might even work in some
art layout -- As an example: The Road Of Life -- and
walk yourself down the path!

THIS IS YOUR FUTURE --- so be creative!

GOOD LUCK! --- Both in this Activity and in your chosen field!!! .
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POST TEST

If YOU have successfully compieted all your activities in this
LAP,

YOU ARE INLyck ¢ 0 0 ! D00 0D Ul

Your Post Test has already been accomplished'lg you have submitted
your plan in Activity #4 to your Work Experience Education Coordinator
and he has approved and accepted it.

You have thereby demonstrated that you know what you need to
accomplish your goal, and how you are going to get there.

CONGRATULATIONS ! ! ! ! ! 1 1 1 11!t

I Did Every Activity Successfully !11!

Did you 2772777

PR 3
3

Look to the IDEAS which follow for an additional
challenge, Number 3 gives you an opportunity to
really "give forth" with your own ideas.




IDEAS

Secure from the employment office at your career station a
copy of the employment announcement that is circulated when
there is an employment opening at your assigned career station.

a. How do you measure up?

b. How would you apply for the opening?

Secure from the employment office at your career station a
copy of employment announcements that are circulated when
there are employment openings in positions related to your
assignment at your career station.

a. List the openings you would he interested in applying for,
and state when you would be qualified for the position.

IList the educational and training requirements that you feel
are necessary for success on the joh at your career station.
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LAP Prepared By: Robert J. Menke

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.3 Identify the educational and training requirements

of your present employment and compare them to the requirements for
advancement within related occupations.

Performance Objective: 3.3.2 List the levels of advancement within

the occupational cluster of your present job. Compare the ed-
ucational and training requirements of your present work assignment
with those of other careers within the occupational cluster you have
identified. After discussing these requirements with your work
experience education sponsor, outline the steps you must take and
estimate the time you need to qualify for the career you would like
to attain.

NOTE TO THE STUDENT
By the time you complete this LAP you will be able to:

1. List the levels of advancement within the occupational
cluster of your job.

2. Compare the educational and training requirements of
your present work assignment with those of other careers
within the occupational cluster.

3. Outline the steps you must take, estimating the time
needed to qualify for your career.

RATIONALE
This LAP is designed to help you identify the steps you
need to take, and the time you need to qualify you for the

career you would like to attain.

DIRECTIONS

In this LAP you will identify the levels of advancement
within the occupational cluster of your present job; make a
comparison of the educational and training requiremenis at
your present work assignment and those of other careers
within this occupational cluster; discuss these requirements
with your work experience education sponsor and outline the
steps and time needed to qualify you for the career you would
like to attain :




PRE-TEST

INSTRUCTIONS: This pre-test is designed to measure your understanding
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H
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of the ideas expressed in Performance Objective 3.3.2 in
this Learning Activity Package. Write your answers to
the pre-test in the spaces provided.

Define the following and state where they are available for reference.

a. VIEW

b. DOT

c¢. THE OCCUPATIONAL HANDBOOK

What is an occupational cluster?

On the career ladder below, rank the steps of advancement beginning
with secretary clerk and ending with Executive Secretary. Include
intermediate secretary, Senior secretary and Junior secretary.

Executive Secretary

\
\ \
A\

\\ Secretary Clerk \S

\ N\
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PRE-TEST (Continued)

a. Construct a career ladder ranking buyer, salesperson, store
manager and department manager on the steps of advancement.

4. Listed below are careers in one occupational cluster. In which of
these three clusters would you place these occupations? Check one.

Clerical occupations Building & Construction Trades

Qutdoor Work

Bricklayer

Carpenter

Electrician

General Contractor
Painter and Paperhanger
Plasterer

Plumber and Pipefitter
Sheet Metal Worker

Welder

Teacher of Industrial Arts

5. Name some occupations in the selling field.

6. Name careers within the same occupational cluster as your present
work assignmeri.

If you cannot answer all of the questions above, proceed directly
o -to Activity 1. If you can answer all of the questions in this Pre-
a4 Test, seec your instructor and he will instruct you to "Move on" to
the next exciting package!




3.

PRE-TEST (Scoring Key)

a. Vital Information for Education and Work--The use of visual
aids to inform students of career opportunities.

b. Dictionary of Occupational Titles--A series of books containing
information on career opportunities.

¢. A basic reference source on occupations published by the United
States Department of Labor Statistics.

All can be found in the counseling offices, school and public
libraries.

An occupational cluster is a number of similar occupations con-

sidered as a group because of their close relation to each other.
An occupational cluster is a collection of occupations having
common properties combined into a group.

Secretary Clerk, Junior secretary, Intermediate secretary, Senior
secretary, and Executive secretary.

a. Salesperson, buyer, department managex, and store manager.
Building and Construction Trades

Automobile Sales and Service Worker
Department Store Manager
House-to-House Salesman

Insurance Salesman

Real Estate Agent

Salesmen

Self-explanatory




INSTRUCTIONS: Activities 1, 2, and 3 are required.

This activity is designed to help you to identify the jobs available
to you within the occupational cluster of your job and to enable you

to

1.

LEARNING ACTIVITIES AND RESOURCES

ACTIVITY 1

list their levels of advancement.

List as many different jobs at your career station as you possibly
can,

From the above list, select those jobs which are within your
occupational cluster at your career station.

Below is a "career ladder." Each rung of the ladder is another
step towards the top. Starting from the first step, list the
levels of advancement of your present job.

\

N\ N\

N\

AN
A\
\ AN

\ AN
\ \

a. Identify your progress with a star * to indicate the step
on which you now find yourself,




LEARNING ACTIVITIES AND RESOURCES (Continued)

You may, by starting out in one occupation, be able to branch

out in several directions and still remain within the same
occupational cluster.

If this be the case, you may use the following "ladder" for your
diagram to complete your progression to the T O P .

\ AN / /
\ AN / /
N\

a. Identify your "step" on your ladder:
1. With one star * to indicate your present work assignment.

2. With two stars ** to indicate the career you would like to
attain.
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LEARNING ACTIVITIES AND RESQURCES

ACTIVITY 2

This activity is designed to enable you to compare the educational and
training requirements of your present work assignment with those of
other careers within the occupational cluster.

1. List the educational and training requirements of your present

work assignment at your career station. (You may wish to refer
to Performance Objective 3.3.1, Activity 1, page 5.)

2. Using the careers within your occupational cluster as listed in
Activity 1, item 2 of this LAP, complete the following form--

first by identifying the career and then by listing the educational
and training requirements below for each career.

Career Title

EDUCATIONAL REQUIREMENTS TRAINING REQUIREMENTS
1. 1.
2. 2.
3. .
4, 4.
5. 5.
6. 6.
7. 7.
8. 8.
9. 9.
10. 10
11, 11.
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LEARNING ACTIVITIES AND RESOURCES (Continued)

Career Title

9.
10.
11.

EDUCATIONAL REQUIREMENTS TRAINING REQUIREMENTS
1.
2.
3.
4,
5.
6.
7.
8.
9.

10.

11.

(For references you may use the following sources)

Vital Information for Education and Work - VIEW

Guide for Young Workers by U. S. Department of Labor

The Occupational Outlook Handbook by U. S. Department of Labor
Dictionary of Occupational Titles - DOT by U. S. Employment Services
Handbook of Job Facts compiled by Science Research Associates - SRA
OR see your work experience education coordinator.

Compare the educational and training requirements of your present
work assignment with those of other careers within the occupational
cluster by listing:

a. Those occupations that have the same educational requirements
as your present work assignment,

b, Those occupations that have fewer educational requirements.
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LEARNING ACTIVITIES AND RESOURCES (Continued)

Those occupations

that have more educational requirements.

Those occupations
your present work

that have the same training requirements as
assignment.

Those occupations

that have fewer training requirements.

Those occupations

that have more training requirements.

Discuss these educational and training requirements with your work
experience education sponsor and record the results of your discussion.

List those occupations which have the same education and training
requirements as your present work assignment.

Star * those occupations in which you could become interested in as
a career,
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INSTRUCTIONS: This activity is designed to help you outline the steps

1.

LEARNING ACTIVITIES AND RESOURCES (Continued)

ACTIVITY 3

you must take and estimate the time you need to qualify
for the career you would like to attain.

What career would you like to attain? .

What are the related occupations to this career you have chosen?

On the following page is a summary of the basic career data of a
florist. Using this as an example, complete the blank sheet on
page 12 giving the data concerning the career you would like to attain.

Using the occupational analysis on page 12, what steps have you
completed towards qualifying for full-time employment in the career
you would like to attain.

Complete the chart on page 13 listing the steps you need to take to
qualify for your career, state whether they are educational or

training steps and estimate the time in weeks, months, years, needed
to complete this training.

Discuss with your work™ experience education sponsor as to how you
plan to accomplish this career goal.

-10-




LEARNING ACTIVITIES AND RESQURCES (Continued)

5‘ ' Occupation

DUTIES . .« « « o + « & &

WHERE EMPLOYED .

'NUMBER OF WORKERS . . .

EDUCATION AND TRAINING .

SPECIAL QUALIFICATIONS .

WAYS TO ENTER FIELD . .

e &1

CHANCE OF ADVANCEMENT. .

EARNINGS . . . . . . .,

SUPPLY AND DEMAND . . .

Florist

.Buy, arrange, display, and sell flowers.
Sometimes arrange flowers in churches, homes,
and commercial establishments or demonstrate
arrangements for clubs or classes. Some
operate greenhouses,

.Throughout U. S. but primarily in cities.

.Over 13,000 of 22,000 retail flower shops
employ salaried help. About 50% women.

.High school graduation is advised. Additional
training given on the job or in special
schools. College is advised for shopowners.

.Artistic sense, manual dexterity, tact in
dealing with the public., For a shopowner,
good business sense and a thorough knowledge
of flowers.

.Secure a job with a florist through want ads,
personal contact, or employment agency.

After school and summer work is a good entry
route.

.Advancement in a shop is to assistant floral
designer, designer, and manager. Opening
one's own shop is a frequent goal.

.Beginners: $65 - $75 a week. Skilled
workers $125 or more per week.

.Floral business continues to increase
considerably each year. Great demand for
part-time workers for holiday rush seasons.

Thiemann, Norma L., Handbook of Job Facts,
Science Research Associates, Inc., Chicago,
Illinois, 1968, page 52.

“11-
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LEARNING ACTIVITIES AND RESOURCES (Continued)

NAME . .

OCCUPATION .

DUTIES . . .

WHERE EMPLOYED .

NUMBER OF WORKERS

EDUCATION AND TRAINING .

SPECIAL QUALIFICATIONS .

WAYS TO ENTER FIELD

CHANCE OF ADVANCEMENT

EARNINGS ,

SUPPLY AND DEMAND

-12-
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STEPS I NEED TO TAKE FOR THE CAREER I WOULD LIKE TO ATTAIN

Steps I Need Education Training Time Needed

Career I Would Like To Attain




POST TEST

INSTRUCTIONS:

This Post Test is to measure your understanding of
Performance Objective 3.3,2.

Write your answers in
the spaces provided.

l. What is an occupational cluster?

2.

What careers are in the same occupational cluster as your present
job?

3.

What educational and training requirements do you need to fulfill
before qualifying for the career you would like to attain?

4,

What steps do you need to take to fulfill these educational and
training requirements?

5. How much time do you estimate it will take you to fulfill these

educational and training requirements necessary to qualify you for
the career you would like to attain?




POST_TEST (Scoring Key)

An occupational cluster is a number of similar occupations

considered as a group because of their close relation to each
other.

Self-explanatory.
Self-explanatory.
Self-explanatory.

Self-explanatory.

The minimum level of acceptable performance is to have all answers
correct as determined by your work experience education coordinator.

E—




PR

I-DEAS

"THE NAME OF THE GAME"
The name of the game is "OCCUPATIONAL CLUSTER."

a. One half of the students are on team #1 and the other half on
team #2.

b. The instructor names an occupational cluster.

C. One member of team #1 names a job within the occupational

cluster, followed by a member of team #2 naming a second
job within the same occupational cluster. '

d. This process is repeated until one team stays in the game
the longest time naming the most jobs and wins the game.

(For the instructors assistance, below is listed a number of career
clusters.)

Healch Occupations

Hospitality and Recreation Occupations
Manufacturing Occupations

Marketing and Distributive Occupations
Marine Science Occupations

Personal Service Occupations

Public Service Occupations

Transportation Occupations

Consumer and Homemaking Related Occupations
Fine Arts and Humanities Occupations
Agri-Business and Natural Resources Occupations
Communications Media Occupations
Construction Occupations

Environmental Occupations

Business and Office Occupations

On pages 17 and 18, following, are two Job Descriptions for positions
advertised. Using these descriptions as an example, compose one of
your own which describes the career you would like to attain. Be
certain to include the salary.

IT IS LATER THAN YOU THINK !!!titttiriny

On page 19 is a Time Clock of the career YOU would like to attain.

At '"one o'clock” is the beginning of your career you would like to

attain. In the space provided, write in the first step you must take
or have taken towards '"twelve o'clock"--your goal.

Follow through with step two at two o'clock, three at three o'clock,
etc., until you reach your goal at twelve o'clock.

Place your time hand
find yourself. o

at the step and hour you now
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SCHQOOL SECRETARY []
& :
INTERMEDIATE SECRETARY
(Bilingual:English/Spanish)

§ OPPORTUNITILES
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APPLICATIONS Applications to take the cxamination for either or both job classes will be
received until furthur notice and must be on file in the Classified Personnel
Department (Room 1138) prior to the examination.

I e et £ R L Nite £l _R00MII3Y, EDUCATION CENTER - PARK BLVO, AT EL CAJON BLVD
L N Lo £ B ‘ET,?ISW?:‘ ot mee fonmme s i ; :
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THE EXAMINATION Tests ordinarily will be scheduled on Thursday mornings by advance appointment
only. Valid typing certificates issued by a recognized agency within the
last two years will be accepted.

SATARY PER MONTI 1st Year 2nd Year %3rd Year 4th Year 5th Year
Range No. 27 $516 §542 $569 $597 $627

*Starting salary may be on the lst-, 2nd-, or 3rd-year step, depending upon an
evaluation of previous experience. (Part-time positions are NOT available in
either of these job classes.)

THE POSITIONS INTERMEDYATE SECRETARY: Typically 12-month, full-time posilions located in
central or branch administrative offices or onc of the conmunity colleges.
SCHOOL SECRETARY JT: Typically 10-mounth, full-time (school year) positions
in designated eclementary and secondary schools with a significant Spanish
speaking clientele,

f
i DIPTES Performs any combination of the following: Acts as a secretary io an admin-
T istrator or supervisor, or as a general seervetary of a school provides

English/Spanish translation services and communicates in Spanish with studenis
parents, and the public; takes and transcribes dictation; interprets policy
and procedures to the public, staff, and pupils; maintains operationsl records
prepares correspondence and reports; cnrolls and transfers students; operutes
office machines; maintains school and student body files and accounls; assists
with first aid for pupils; trains and supervises students or clerical assise
tants; performs other duties as assigned,

REQUIREHENTS
Experience (1) Twenty-four months of full-tiwme equivalent, paid, diversificed, incrcas-
ingly respousible, sccretarial or stenopraphic experience involving: rhe
regular use of shorthand within the last ten years.
. (2) Graduation from a recognized four-year college with a dircctly related

business or secretarial major may be substituted for onc year of the eox-
perience requircment.

Lanpuage (3) Must be thoroughly competent in English usage and in conversational
Spanish, :

Skills and (4) Ability to take dictation in English at 80 words per minute, and to type

Abilities at a net, corrected speed of 50 words per minute.

(5) Above-avcrage technical knowledge of granmar, spelling, and punctuation;
good computational, clerical, and record kecping skills; good wovking
knowledge of modern office methods and procedures, and the opcration of standard office machines
and cquipment; ability to exercise good judgment, tact, and diplomaéy; ability to train and
. supervise others, and to accept responsibility. '

i
* .XAMINATION Written Test=-~--- i LR L LT T TP T IS 60%
WEIGHTING Interview==-cwene- it D R et LR =-==40%

o RMcN:lo
F [(j6/22/71 (Rev.)
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A COMPETITIVE EXAMINATION OPEN TO ALL WITHOUT REGARD TO RACE, RELIGION, ANCESTRY, OR SEX.

CLERK 1I

SAN DIEGO COUNTY
(Indicaie this locarion on your application. In order to achieve eligibility
from this examination, you must take the written test in this location. )

EXAMINATION DATE: July 31, 1971
' FINAL DATE FOR FILING APPLICATIONS: July 9, 1971
SALARY RANGE: $457 480 505 530 556

-

THE POSITION  ‘The Clerk 11, under cupervision, is required to perform varied clerical woil: of average difficulty which includes
the following tasks: Compiles or checks reporte involving the usc of some independent judgment: fills in and
sends out form and circular letters; looks up information for the public or for department nse; compiles, tabu-
lates, and checls statistical data; maintains files, cards, mailing and other lists: writes form letters: chiecks
invofces against purchace orders: receives and checlis applications or fees and writes sceipts: recceives the
public and handles rou* ine business; receives and adjusts minor complaints: prepares and checks payrolls; checks
and verifies bills; sorts, distributes, and files cards, papers and other docwinents; and does other wotk asrequired.

REQUIREMENTS Note: These are entrance requirements for admission to the examination, which is competitive. Possession
of the entrance requirements does noi assure a place on the eligible list. A candidate’s petformance in the
examination described on the reverse will be judged in comparison with the performance of other candidates.

California residence is not remqired.

Either T
Experience: One year of clerical cxgericnce. (Academic education 2bove the twelfth grade may be substitured
for the required experience on the basts of either (a) one year of general education being ecuivalent to three
months of experience; or (b) one Year of education of a business or commercial nature being equivalent to
six months of experience. Students who are enrolled in the last semester or its equivalent 10 course work
which upon completion will fulfill these requirements will be admitted to the examination, but they must
submit evidence of coinpletion hefore they can be considered for appointment.) and |
Education: Equivalent to completion of the twelfth grade. (Additional qualifying expericnce may be sub-
stituted for the required education on a ycar-foro-rytl:lar basis. )

One year of expericnce in the California state service performing ihe duties of Clerk T,

l THIS CANCELS AND SUPERSEDES THE BULLET N ISSUED 6/3/71. -
T AT W A A e AL Tt O A O~ G A Dreid ®ste T
O e BT e S TR e i T w SR e L B
ERIC cierc 1 SALARY RANGE: $457 - 556 APPLY BY: i -9 - 71

‘
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LAP Prepared By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATTION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.4 Compare the educational and training requirements
needed for advancement with occupational areas related to your
Present assignment to your potential for success in them.

Performance Objective: 3.4.1 Compare the requirements needed to reach
the level of advancement that you would like to attain in your
occupational area with: (1) your school achievement, (2) educa-
tional and training requirements of the careers selected, (3) your
self-assessment, and (L) your capacity to delay your career expec-
tations because of necessary related education and training.

NOTE TO THE STUDENT
By the time you have completed this LAP you will have:

1. Compared the educational and training requirements of your
selected career expectations with your school achievement

2. Analyzed your aptitude, interests, values and compared them
with your career expectations

3. Verbalized about your ability to pursue long range goals

RATIONALE

This LAP 1s designed to help you consolidate the information

you have gathered about yourself and your career expectations

and analyze the degree of appropriateness of your choice,

DIRECTIONS

(Complete LAP 3.1.1, 3.1.2, 3.1.h, 3.1.5, 3.1.6, 3.1.7 before
doing this LAP,)

In this LAP you will determine the requirements of the desired
occupational level and analyze and evaluate yourself in terms
of these requirements.
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1.
2.

3.

5.

PRE-TEST

What is your career expectation?

What sources of information would you investigate ar contact to learn the
training and experience necessary for your career objective?

a.

b.

C.

What are the short range goals or levels of advancements you might reach
on the way to your major career objective?

a.

b.

c.

d.

How much specific vocational preparation is required to achieve skills to
perform the job indicated in Question 1?7

How does your school achievement influence your ability to achieve your
career expectation?

-2- 152




PRE-TEST (continued)

6. Are you achieving well in areas that relate closely to your career
expectations?

7. In light of the answers in Question L and the study of yourself in
the LAPS on your interests, aptitudes, attendance, hobbies, wvalues,
interests in working with people, data, or things; explain and relate
how your aptitudes, interests, etc., will help you achieve the spec-
ific vocational training you need for your career expectation.

8. Are the short range goals or advancements listed in Question 3 in keeping
with your capacity to delay reaching career expectations? Explain how.

Are you an impatient person? Are you a person who will stick to a task
until it is accomplished?

Minimum level of acceptable achievement is 80 points. If you achieve 80, you
may skip the LAP.
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PRE-TEST

Scoring Key

Score five points for answer.

PE—

2. Encyclopedia of Careers
Bu.u.” etins of Co, ’Eeges

Bulletins of specific professions

Occupational Outlook Handbook
Dictionary of 5cc\_zgational Titles
Scaring: Score three points for each answer up to a maximum of nine points.

3. Answers must show soms indications of having thought out some goals and
be related to reaching expectation.

Scoring: Score five points for each response up to & maximum of 25 points.

L. (eck qualification profile of occupational familities in D.O.T.
Scoring: Score ten points for answer.
5. A response should include the idea that by developing power to achieve

at a young age will enhance your probability for success in reaching your

career expectation, and also you are laying a base of knowledge and ideas
to build on for future success.

Scoring: Score answer up to a maximum of 15 points,

6. Yes or Ko
Scoring: Score five points for answer.

7. A response will have to be judged by Coordinator of Work Experience Education.

Scoring: Score answer up to a maximum of ten points.

8. A response must show evidence of thought into understanding of self in
relation to career expectations.

Scoring: Score answer up to a maximum of fifteen points.

Possible total score is 9l points.
Acceptable Score is 80 points.




LEARNING ACTIVITIES AND RESOURCES

e ettt

Complete all five (5) of the following activities.
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ACTIVITY 1

General descriptions of requirements for many of the occupations

known today are stated in:

1. BEncyclopedia of Careers §nd Vocational Guidance--Volumes I and II
2. Dictionary of Occupational Titles
3. Occupational Outlook Handbook

Also included are descriptions of levels of possible advancement., Read

these descriptions and decide the level of advancement you desire to achieves.
That level is:




ACTIVITY 2

On the form provided for ACTIVITY 2 on pages 8 and 9, compare the educational
and tralning requirements with your school achievement in the subject areas
required for each requirement, The directions are on the form,
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FORM FOR ACTIVITY 2

Career Expactation:

In Colum 1 1list the requirements and levels of possible advancement as gained
from the resources in ACTIVITY 1. In column 2 list the subjects you are taking
and have taken that are related to each of the requirements or levels of advan-
cement, and record the grades you are achieving or have achieved in each subject.

COLWMN I COLUMN II
Requirements Related School Subjects and Grades

After filling out this form, study it carefully, then on the next page, in SECTION
I list the requirements and level of advancement listed in Column I in which your
school achievement is A or B. In SECTION II, list those requirements in which
school achievement level is C. In SECTION III, 1list requirements and level of
advancement in which school achievemsnt level is D or F. In SECTION IV s decide
whether your level of school achievement is such that Yyou can expect to achleve the
level of career advancement you desire. Give the reasons to explain your decision.

8-




FORM FOR ACTIVITY 2 (continued)

SECTION I: Requirements with school achievement A or B

SECTION II: Requirements with school achievement C

SECTION III: Requirements with school achievement D and F

SECTION IV: Evaluation on ability to reach career expectation

-9- 159




ACTIVITY 3

In preceding LAPS you have evaluated yourself in relation to:

a, Preference in working with peopls, data, things; Performance
tbjective 3.1.6

b. Aptitudes; Performance Objective 3.1l.l

c. Interests; Performance bjective 3.1.2
d. Hobbies; Performance ijectivé 3.1k
e. Values; Performance Objective 3.1.5
£. Achievement; Performance OGbjective 3.1.7
Attendance; Performaince Gbjective 3.1.7
Now it is time to relate these to your specific cereer expectation, which is

. Review the information in these

LAPS and then use the forms provided for ACTIVITY 3 on pages 1l and 12.

Directions for the activity are on the form.

«10-
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FORM FOR ACTIVITY 3

Career Expectation:

The test you took in the earlier LAPS rated you in aptitudes » interests, and
interests in worling with people, data, and things. Place these test ratings

in the appropriate columns. Use the information in the LAPS on hobbies, values,
and attendance to £ill in Columns 5, 6, and 7. If your hobbies and values are
strong in the item in Colum 1, put a plus (+) in the correct colum; if they
are very definitely umrelated, put a mimus (-); if there is no indication either
way, leave the space blank, If your school attendance is good in the areas in
Colum 1, put a plus (+); if poor, put a minus (-).

EDUCATION AND TRAINING | P UD. T ~ | VALUES | ATTENDANCE
REQUIREMENTS TO REACH DATA AND

CAREER EXPECTATION THINGS ATTITUDE
COLUMN I (2) (3) (L) (5) 6) (1)

After you have filled out the form, study the results and then in SECTION I on
the naxt page, list the items in Column 1 in which your answers in the other
colwmns are mostly positive ar favorable. In SECTION IT list the items in Col-
umn I in which the answers in the other colums are mostly negative or unfavor-
able. In SECTION III decide whether most of your items are in SECTIONS I or IT.
In SECTION IV, decide whether your aptitudes, interests s hobbles, interest in
warling with people, data, or things, etc, blend with your career expectations.
Explain your decision. “11-
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FORM FOR _ACTIVITY 3 (continued)

SECTION I: Requirements with mostly positive responses.

SECTION II: Requiremsnts with mostly negative responses.

SECTION IIT: Are most responses positive or negative?

SECTION IV: Do items in Columns 2 - 7 blend well with career expectations?




ACTIVITY

In order to became a secretary it is necessary to learn to file, type, use
a dictaphone or take sharthand. It is often necessary also to know how to
keep simple books and records. All of these can be viewed as short range
goals in your progress to the job you finally desire to attain (becoming a
secretary.)

Instead of £illing out a form or illustrating a point--use your
imagination and write a 500 word essay analyzing your ability to
be pleased with success in each step along the way in acquiring
your major career expectation--or are you a type of person who
has to reach a goal quickly?

FORM FOR ACTIVITY L

Write 500 word essay as explained above. (Use following page as needed.)

163
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3.

POST TEST

Your career objective is

List, for each of the aptitudes below, the level required for average
performance of the career listed above.

a. Intelligence g. Motor Coordination

b. Verbal h. PFinger dexterity i
c. Numerical i, Manual dexterity

d. Spatial J. Eye-hand-foot

e. Form parception coordination

f. Clarical perception k. Color discrimination

Cite three specific educational and/or training requirements for achieving
your goal.

a,

b,

C.

Indicate the interest area, or items you should show an interest in,
recormended for success in this career.

How does your school achisvement influence your ability to achieve your
career expectation?

In light of Questions 2, 3, and L above, explain and relate how your aptitudes R
interests, etc. will help you achieve the specific vocational training you will
need for yowr carear expectation.

~15-
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POST TEST (continued)

7. Is your personality such tha'b' you can be satisfied with using short
range goals as stepping stones to your ultimate goal? Explain.

If you achieve 80 points, go on to the I-DEAS with .this LAP, If your score
is less than 60 points, discuss with your Coordinator of Work Experience
BEducation about what he wants you to do.
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1.

2,

POST TEST

Scoring Key
Score five points for a realistic response.

Check Volume II of Dictionary of Occupational Titles, work trait section.

Score three points for each correct response with a total of 33 points.

Refer to form for Activity 2 of this LAP,

Score five points for each correct response up to a maximum of fifteen points.

Refar to Activity 3 of this ILAP,

Score five points for correct response.

A response should include the idea that by developing power to achieve at
a youn: age will enhance your probability for success in reaching your
carear expectation, also you are laying a base of knowledge and ideas to
build on far future success.

Score up to a maximum of fifteen points for answer.

A response will have to be judged by the Coordinator of Work Experience
Education.

Score up to a maximum of ten points for answer.

A response will have to be judged by Coordinator of Work Experience
Bducation and must show evidance of thought into understanding of self

in relation to career expectations.

Score up to a maximum of fifteen points.

Total Possible Points: 88 points.
Acceptable Score: 80 points.
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1.

2.

3.

I-DEAS

Prepare or write a skit illustrating what happens to a person who doesn't
achieve well in school; there may be many reasons for poor achievement--
use several people, each illustrating a different reason for poor achieve-

mant. Show what happens to these people as related to their career expec-
tations,

Draw a cartoon series illustrating the impatient person who does not have

the capacity to delay career expectations to achieve necessary education

and training.

Write an "Aesop Fable" to illustrate either of the above situations,
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IAP Prepared By: Dr. pave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.1 Maintain the personal grooming and dress required
in the work environment of a selected career.

Performance Objective: 4.1.1 Given descriptions of personal
grooming and dress which are required in a variety of work en-
vironments, select those which are important to your selected
career. Describe why they are important to your work experience
education coordinator.

NOTE TO THE STUDENT

The purpose of this IAP is to help you to select and main-
tain those aspects of proper personal grooming and dress
which are required in your chosen work.

RATIONALE

- Grooming and Dress

The need for good grooming and proper dress in any occupation
cannot be over-emphasized. A recent survey of 153 com—
panies* indicates that the most common reason for rejection
of a job applicant was poor personal appearance, in spite

of the fact that many applicants were perfectly capable of
doing the work required. The employer looks upon the
employees as representatives of his company and he wants

them to create the best possible impression.

Many employees fail to advance or are laid off due to poor
personal hygiene, lack of proper dress or appearance, or
failure to utilize proper safety apparel. Although an em—
ployee may have no personal contact with a firm's customers, L e
a potential customer may base his decision to place an order
on a personal survey of the firm's facilities and his im-
pression of the work force. For this reason alone many
employers insist on uniforms or common dress.

An employee with bad breath or body odors may be the target '
of complaints by his co-workers, while long hair or beards
may present a safety or contamination hazard. Thus good
grooming and dress are certainly major factors for success
and advancement in almost any occupation.

9 V0D

& *Suceeding in the World of Work: Kimbrell & Vineyard;
McKnight Publishing Co., 1970.
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DIRECT IONS

In this LAP you must maintain proper personal grooming and
dress. You will rate yourself each day for a period of
one week. Then you will take your rating chart to your
instructor and/or employer. If he agrees with your self-
rating and also gives you a satisfactory rating, then you
may skip the activities in this IAP. (No pre-test)




’ PERSONAL GROOMING CHART

(write in "yes" or "nov)

PHYSICAL HEALTH: 1. 2. 3. L. 5.

l. Well-rested

2. Daily bath/shower

3. Use of deodorant

L. Brushed teeth

5. Clean breath

6. Shiny-clean hair

7. Becomingly-styled hair

8. Clean complexion

9. Clean hands and nails

10. Clean shaven/make-up

Rating Scale:

This chart represents five work days. Write in "yes" or "nov
if you have complied with each of the ten items of grooming.
To thine own self be true. Be honost in your assessment.

Now take this completed chart to your instructor and/or employer.
If he is satisfied with your rating and feels that you are com~
plying and will continue to comply with the proper standards in
grooming, then he will exempt you from continuing the rest of

a these activities.




GUIDELINE FOR APPROPRIATE DRESS

(write in nyesm or mnon)

1.. 2. 30 ll-o 50

1. Clean socks/stockings

2. Clean underwear

3. Clean outerwear
Neat and pressed

*4. Color-coordinated
Fashionable
Figure-flattering

%5, Tie/accessories

*6. Shoes
Polished
Well-heeled
Te
8.
9.
10.

Follow the instructions as given under the Personal Grooming
Chart. The items # 7 ~ 10 are left open for you to complete as they
apply to your particular job. Work clothing is hard to pin down and
categorize. The clothes you wear depend on the type of job you have.
If in doubt about the type of clothes to wear, discuss your problem
with your employer, your fellow workers, or your work experience sponsor.

*These items may not apply to your type of work. If so, change the
items so they relate to your vocation.

Ly



Choose three to complete

1.

2.

3.

Le

5

Go to the library and select a book on dress and grooming in
relation to your vocation. Report in writing (or orally before
your V. E. Class) on at least three areas in which this book
proved beneficial to you.

Observe five of your co-workers. Make a brief analysis of their
grooming and dress habits. Use a chart such as the one you used

to evaluate yourself. Make a copy of it. The # 1 - 5 can represent
your five co-workers. Based upon your chart findings, write a
report about the specific aspects of grooming and dress which you
find pleasing and desirable in the people at your work.

Interview three friends and/or relatives to determine what aspect
of your grooming or dress should be improved. To help them with
this assessment, give them charts like the ones included in this
package. Or be creative and formulate your own grooming and dress
evaluation charts. Use their suggestions to make a list or to
write a paragraph dealing with your self-improvement. Abide by
their suggestions for one week. Return for another assessment.
Save all charts and evaluations to submit to your work experience
co-ordinator.

Talk to your employer concerning his ideas on grooming and dress.
If possible, tape record the interview. Summarize his ideas
either on tape or in writing.

From an old magazine, cut out a picture of a person appropriately
groomed and dressed for the type of work such as you are doing.
Post this on your mirror to remind you of these standards. Under
the picture post a list of things to follow which will help you
achieve the necessary standards. At the end of a week, write a
brief report stating whether or not this activity was beneficial
to you.




POST TEST

l. Name a position or job in your company or place of work that would
be filled by a person wearing one of the following modes of dress:

a. Business suit:

b. Sport clothes (jacket with tie):

¢. Sport shirt and slacks (skirt and blouse):

d. Qveralls or work clothess

€. Uniform:

f. Safety apparel:

2. Name your job and mode of dress appropriate for it. Be specific,
Include details. Describe why these aspects of grooming and dress
are important in your line of work.

3. List the grooming habits You should follow each morning in preparation
for your day's work.

L. 8ince "time is of the essence" in the morning, what grooming habits
could you follow each evening to better organize yourself for your
work—day?
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Write the reasons you think your employer might find that would
make him reluctant to hire a man with long hair or a beard.

Are there any articles of safety apparel applicable to your job?
If so, what are they? Why are they necessary?

Which elements of good grooming do you feel are most neglected?
Why do you feel these aspects of grooming are overlooked?




POST TEST (Scoring Key)

This question must be evaluated by the co-ordinator since there
are many possible answers.

2. This question must be evaluated by the co-ordinator since there
are many possible answers.

3. Showers, shave deodorant, after-shave lotion, check nails, brush
and comb hair, brush teeth after breakfast, mouthwash.

Le Select clothes for the next day, check for wrinkles, etc. Shine
shoes, check nails.

5. Long hair may be a contamination or safety hazard or may not
present the best impression on an in-plant survey by potential
customers.

6. Evaluation by co-ordinator.

7. Primarily long hair and neglected nails because most people do
not have a regular schedule for taking care of grooming elements
that do not need attention every day. A regular barber appointment |
should be a part of good grooming. ‘

Passing score: Five correct responses out of seven questions.



I-DEAS

1. Each day for one week take a picture of yourself wearing the
appropriate attire for your line of work. Since each picture is
worth a thousand words, write a short paragraph (it need not be
a thousand words!) on why you consider yourself appropriately
groomed and attired. Affix a picture to each of your paragraphs
and submit it to your employer or co-ordinator. Do they agree
with the opinions you have formulated?

2. Check in your school's audio-visual catalog or at the public
library for available and free films on grooming and dress (making
sure they are of recent vintage). Preview the films and present
the best ones to your class.

3. Using a slide or moving picture camera, make your own film presentation
on grooming and dress. Cartoons or real people can act for you.,
Spice with some humor. Your narration can be done on tape. Share
it with your class and friends.




LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE i

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.1 Maintain the personal grooming and dress required
in the work environment of a selected career.

Performance Objective: 4.1.2 Report to your career station appro-
priately groomed and dressed. Verification of the attainment of

this objective will be made on a rating form by your work experience
education sponsor.

NOTE TO THE STUDENT
By the time you finish this LAP you will have a list of

criteria for judging your dress and grooming appearance.

RATIONALE

This LAP is designed to help you recognize well or poorly
groomed people. A well groomed person will have properly
trimmed hair, clean face and hands, reasonably clean

pressed clothes and an overall neat-clean look.

DIRECTIONS
In this LAP you will be inspected by your Work Experienée
Education sponsor for overall appearance. You will have
acquired criteria to evaluate a properly groomed person

and you will evaluate your own appearance.




PRE-TEST

Using the picture below, list five (5) things you would look for

in determining whether or not these people are properly dressed
and groomed.




PRE-TEST
Scoring Key

1. Clean hands

2. Groomed hair

3. Clean teeth

4. Overall neat appearance

5. Pressed clothing

These are samples only--other items accepted by coordinator at
his discretion.
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ACTIVITY 1:

ACTIVITY 2:

LEARNING ACTIVITIES AND RESOURCES

Before going to work or directly after work, which-
ever is more convenient, report to your work exper=-
ience education sponsor for a grooming and dress
inspection. Discuss your appearance with your work
experience education sponsor.

Using the criteria on the form below rate yourself:

Excellent - 3 points
Good - 2 points _
Acceptable - 1 point
Poor - 0 points

Unacceptable - (~1) point

Rating

Clothes are reasonably clean and pressed

Hair is‘clean and combed

Hands and fingernails are clean and trimmed

Men shaved--Women proper make-up

Appropriate clothes are worn

Total Score

1890




POST TEST

1. Using the criteria and the rating form below, test yourself
before going to work every day for one week. On one day have
your supervisor rate you.

Rating Scale:

Excellent - 3 points

Good - 2 points
Acceptable - 1 point
Poor -~ O points

Unacceptable - (-1) point

DAY

Supv.

Clothes are reasonably clean & pressed

Hair is clean and combed

Hands & fingernails clean & trimmed

Men shaved/Women proper make-up

Appropriate clothes worn

TOTAL DAILY SCORE

181




POST TEST
* Scoring Key

To pass this test you should receive acceptable in every category
and a daily total of 6 or more.




o

3.

I-DEAS

Look through a magazine or newspaper and cut out examples of
well-groomed and poorly-groomed people.

Make a detailed check list for yourself of daily grooming habits.
Rate yourself.

Discuss with a friend an appropriate grooming criteria. Rate
each other on your criteria.

Have a classroom discussion on various occupations and why
people dress as they normally do for these occupations.

Make a list of five people you see daily, note their appearance
for one week.

Make a study of the change in dress habits over the last 50
years.

Pick an occupational area and describe or illustrate how people
in this occupation in different countries would dress.



LAP Prepared By: Ed Thomas

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

FoEsk

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.2 Demonstrate the behaviors and attitudes required
in the work environment of a selected career,

Performance Objective: 4.2.1 Discuss with your related class or
your Work Experience Fducation Coordinator the behaviors and
attitudes necessary for success in the work environment of a
selected career station. Use the rating scale provided to
indicate those requirements which you find acceptable, and those
you find unacceptable or you consider unnecessary.

NOTE TO THE STUDENT

By the time you finish this LAP you will be able to identify
behaviors and attitudes in a work situation which will affect
your success in your selected career. You will be able to
tell why you dislike or disagree with certain behaviors and
attitudes, and you will be able to rate yourself in some
important behavior and attitude areas.

RATIONALE

This LAP is designed to help you recognize and analyze some
behaviors and attitudes which will help you succeed or cause

you to fail in your selected career station.

DIRECTIONS

In this LAP you will tell how you feel about some requirements
for a specific job, you will .identify some important behaviors
and attitudes, and give examples from your own observations.
You will rate yourself in these important areas and identify
behavior and attitude requirements for success in your
selected career station.

J
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For each of the five (5) requirements for success at the Chew-A-Lot

Bubble Gum Company listed below, indicate on the rating form provided

below how you feel about each. Put yourself in the position of someone

who has been with Chew-A-Lot for about a year and is considering either

accepting a promotion within Chew-A-Lot or accepting a similar job with

Gibson Gum Balls, a competitive firm. ‘

Chew-A-Lot Success Plan

1. No mustaches, beards, sideburns or long hair for men.
No pantsuits, hot pants, short skirts or jeans for women.
2. -Always wear a smiling bubbly-gum face.
3. Early to work and late to leave is the hallmark of 5
dedicated employee.
4. All promotions will be on a merit, not seniority, basis.

5. We work hard four days a week and take three-day week-ends.

Now indicate your feelings about each part of the "Success Plan."

A, Strongly agree

B. Agree

C. Mildly disapgree

D, Disagree

E. Strongly disagree

—2- i85




Discuss below, why you disagree with those requirements which you
marked in categories C, D, and E.
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PRE-TEST (Scoring Key}

There are no correct or incorrect answers for how you feel about
each of the requirements at Chew-A-Lot. You should, however, be

able to identify why you disagree with those items you marked
C, D, or E.

You may, if you wish, discuss why you agree with those requirements

marked A and B, Go on to the Learning Activities and Resources.
Do all three (3) activities.
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LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1. Matching: Match the words and phrases in Column A
with the definitions in Column B. Put the letter of
the definitic.. niext to the word it hest describes.

B

Prejudice

Self-control

Ability

Rebel attitude
Laziness

Training

Motivation

Patience

Unwilling to cooperats
Maturity

General negative
attitude

Not eager or willing to work
or exert one-self

Behaving in a manner expected
of someone in their own age
group

Unnecessary and unjustified
negative attitude and action
towards people and situations

Having acquired the related
knovledge (facts and aware-
ness, and understanding) to
perform a given task or tasks

Control of one's emotions,
desires, and actions

An unfavorable judgment
formed before the facts
are known

Impulse or inner drive to
do something

Unwilling to work together
for a common purpose

Having the required skill
to perform a given task

The ability to wait or
endure without complaint

Openly resisting authority




ACTIVITY #2. Examples: Give a brief example from your selected
l career station for each of the 1l attitudes and behaviors
listed in Activity #1.

1. Prejudice:

2. Self-control:

3. Ability:

4. Rebel attitude:

5. Laziness:

f 6. Training:

7. Motivation:

8. Patience:

Q 3.89
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9.

10.

11.

Unwilling to cooperate:

Maturity:

General negative attitude:




ACTIVITY #3. Rating: Indicate on the chart below, how you would
rate each of these behaviors and attitudes in affecting
your success in your gelected career station. Place an

"X" on the line under the number which represents your
choice or answer,

Highly Beneficial | Acceptable | Unnecessary| Unacceptable
Desirable

0719 8 17 5 15 z 13 | 271

|Prefudice

Self-
control

Ability

Rebel
attitude

Laziness

Training

Motivation

Patience

Unwilling to
cooperate

Maturity

General
negative
attitude




AGTIVITY f1.

LEARNING ACTIVITIES AND RESOURCES

(Scoring Key)

o >
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Part 1:

Part 2:

POST-TEST

List five (5) requirements (behaviors and/or attitudes)
necessary for success in your selected career station.

Using the rating scale provided, rate yourself in terms

of how well you understand why this is a requirement for success,
and how often you fulfill the requirement. (Part 2 below).

1.

Indicate on the graph where you rate yourself for each of your
five (5) requirements for success. Score each reply by
multiplying your understanding why rating by your frequency
of fulfillment score. For example, if requirement 1 is

eating a good breakfazst, you might have some idea why this

is important (3 points), and eat a good breakfast sometimes
(2 points), for a total of (2 x 3) or 6.




Understands completely why 4
Has some idea wﬁy 3
Has little idea why 2
Has no idea why 1

[
N
w
&

Never fulfills the requirement
Seldom fulfills the requirement
Often fulfills the requirement
Always fulfills the requirement

Part 3: For each requirement where you rated yourself "Understands
completely" or '"Has some idea why," describe briefly why
your requirement is necessary for success.

1.

3.




To Pass This Test:

1,

3.

POST-TEST (Scoring Key)

Your requirements should be realistic and should reflect
general behavior and attitudes rather than specific skills
required in your selected career station.

You should get a score of four (4) or better in each of
your five (5) requirement areas,

You should be =2ble to identify some reason why each
requirement is necessary for success. If you cannot,

discuss the requirement with your Work Experience Education
Coordinator.




1. Write a story which tells about a typical day on-the-job of a
box boy at your local supermarket. Point-out how the behaviors

and attitudes of the box boy, his fellow workers, and the store's
customers affect each other.

2. Prom your point of view, in your selected career station, give
one or more specific examples for each category listed below of
behaviors and attitudes which you have felt or observed towards:

A. Your customers
B. Your fellow employees
C. Your own success
D. Life in general
E. Your boss
P. The company you work for
3. Make a 1ist of five (5) things you like about your pteéent job

and three (3) things you don't 1ike. For the things you don't

1 like, discuss why they are unacceptable, unpleasant, unnecessary,
' or tedious to you.
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LAP Prepared by Dr. Dave Taxis

WORK FXPERIENCE EDUCATION
LFEARNING ACTIVITY PACKAGE #

Type of Work Fxperience Fducation: VOCATIONAL

Program Goal: 4.2 Demonstrate the behaviors and attitudes required

in the work environment of a selected career.

Performance Ohiective: 4.2.1 Niscuss with your related class or

your Work Fxperience Fducation fCoordinator the behaviors and
attitudes necessarv for success in the work environment of a
selected career station. Use the rating scale provided to
indicate those requirements which you find acceptable, and those
you find unacceptable or you consider unnecessary.

NOTE _TO THE STUDENT

By the time you finish this LAP you will be aware of hehaviors
and attitudes present in work situations, and who these hehaviors
and attitudes affect; the employee, the employer and/or the

customers.

RATIONALE

This LAP is designed to help you understand how behavior (what
you do in a work situation) and attitudes (how you feel about
doing it), as well as the impression other people form (observation
about your feelings), contribute to vour success or failure on a
job. This may he a promotion, a raise, prestige, contacts, or
exposure. Although some behaviors and attitudes help vou to

get ahead, they may be, in your opinion, unnecessary or even
unacceptable. You should learn to identify these requirements.

NIRECTIONS

In this LAP you will cite a hehavior or attitude requirement
which you feel is unnecessary, vou will iist the bhehaviors and
attitude requirements necessary for success in your selected
career area, and ®ou will select some hehavior and attitudes
you would look for in a successful employee.

157
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PRE-TEST

Imagine a work situation where the boss of the company required the
emnloyees to do something which you feel is unnecessary - in terms
of behavior or attitude. For example, the employees must act as
though the customer is always right. Deseribe your situation and
discuss why vou feel the behavior or attitude requirement is
unnecessary or even unacceptable.




PRF-TEST (Scoring Key)

Any reasonable answer to this test is acceptable.

Now go on to the Learning Activities.
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LEARNING ACTIVITIES AND RESNURCES

Do all three activities.

ACTIVITY #1., Make a 1list of five (5) or more dehavior and/or attitude
requirements generally accepted as required for success
in your selected career station.

ACTIVITY #2. TFor each requirement, check whether you think it is
acceptahle, unacceptable, or unnecessary. Be sure to include
at least one unacceptable or unnecessary requirement.

ACTIVITY #3. Fxplain how you would change the unacceptable requirement,
any why the unnecessarv ones are unnecessarv.

+

Requirements Acceptahle Unacceptable Unnecessary

Unacceptable - How I would change 1it:

Unnecessary - Whv?




POST TEST

Make a list of five (5) or more specific behavior and attitude
requirements you would evaluate in an employee if vou were conaidering
him for a promotion, a raise, or for a letter of recommendation.

1.




‘ ! POST TEST (Scoring Key)

Show this completed test to vour teacher, who will determine how

well you did on it.




IDFAS

1. Discuss how behaviors and attitudes are learned and changed.

2. How does a reporter or disc jockey convey his attitude on the
radio?

3. Define success for you in vour work situation.

4, Yrite a skit or short story about how a change in behavior or
attitude contributed to someone's success.

=03




'3' 5. Discuss in class how a winning attitude helps a team succeed,

6. Discuss how vour attitude as a custcmer might affect the
behavior and attitude of the person waiting on you.

7. Make a list of jobs where attitudes are more important and a
1ist where behaviors are more important.

Attitudes are more important:

Behaviors are more important:




LAP Prepared By: Dr. Dave Taxis

\
WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #
Tvpe of Work Exnerience Education: VOCATIONAL
Program Goal: 4.2 Demonstrate the behaviors and attitudes required
in the work environment of a selected career.
Performance Objective: 4.2.2 Given an evaluative report by your

Work Experience Education Coordinator or Sponsor that identifies
need for improvement in behaviors and attitudes required on the
job, accept such eriticism in a positive manner. Demonstrate this
through improvement on the job in the areas of deficiency.
Evidence of the ability to profit from productive criticism will

be indicated on a rating form completed by vour Werk Fxperience
Fducation Sponsor.

NOTE TO THE STUDENT

By the time you finish this LAP you will have had some
experiencsz in heing eriticised. You will practice giving
it to other students and receiving it from your Work

Fxperience Fducation Sponsor.

RATIONALE

This LAP is designed to help you understand the reason for
criticism, and to develop a method for u;ing it to your
best ‘advantage. While not all on-the-job criticism may
be fair or realistiec, we will assume in this LAP that any
eritieism is in your best interests for a more successful

emplovment experience.

DIRECTIONS

Tn this LAP you will put yourself in several situations

wherein you will be eriticised and you will critiecise. You

will work out positive reactions and sniutions to the criticism

<G5




PRE-TEST

None required.




% LEARNING ACTIVITIES AND RESOURCES

There are five (5) sections to this activity. Do all five. The
IDEAS for this LAP are optional, Your teacher may allow you to
do one or more of them instead of this activity,

ACTIVITY #1. A student was told by his sponsor today that he had
a tendency to waste time on the job: for example,
his breaks were too long, he spent too much time
socializing with his co-workers, and he would often
take an hour to do a job that should take only a ~
half-hour. The student's sponsor is concerned and
interested in making a reliable, resourceful, and
valued employee of this student. Assuming the
sponsor's criticisms are valid, write out briefly
how the student should react to the criticism and
vhat he should do to ‘improve his behavior and
attitude on the jobh.

-3 2C7




ACTIVITY #2. WwWith a fellow student, role-plav a hoss-employee

situation in which the employee 1is eriticised bv
the boss in an effort to improve the emplovee's
behavior and attitude on the job. List situations
that are realistic. The emplovee's reaction should

be positive, not defensive. Work out a solution to
the problem.

ACTIVITY #3. Make a list of vour responses to the criticisms.




@ ACTIVITY #4. Reverse roles and role-play a different situation.

ACTIVITY #5. Make a list of vour responses to these new criticisms.

A




POST-TEST

Discuss in writing below, one of vour weak, on-the-job areas,
preferably one related to a criticism of you received at work.
Discuss what vou are going to do about it.




-

POST-TEST (Scoring Key)

Have vour Work Fxperience Fducation Sponsor evaluate your
discussion and rate vou on your ahility to face and accept

constructive eriticism.

Have him place you on the scale.

to your abilityv,

Circle the number closest

Ability to face and acca2pt constructive criticism.

10 9 8 7 6
Excellent Good Fair

5

4
Poor

3

2 1
Unacceptable




IDEAS

Discuss in elass the difference between positive and negative
reactions to criticism.

Nefine eritieism in your own words. Give examnles.

Discuss, at home, employer-emplovee criticism.

Ask your close friends or parents how they feel yvou react
to ecriticism.

Make a list of five (5) things to keep in mind when
eriticising others or heing criticised.

Keep a record of criticism you received on the {ob, and
your efforts to improve.

Think up another way to achieve the Berformance 0Nbjective
of this LAP,




ﬁ IDEAS

1. Discuss in class the difference between positive and negative
reactions to criticism.

2. DNefine criticism in your own words. Give examples.
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LAP Prepared Bv: DNr., Nave Taxis

WNRK. EXPFRIFNCE EDUCATTON
LEARNING ACTIVITY PACIAGE #

Tvne of Work Experience Tducation: VOCATTNNAL

Propram Goal: 4.2 Demonstrate the hehaviors and attitudes
required in the work environment of a selected career.

Performance Objective: 4.2.3 CGiven an assignment card, report
to vour career station punctuallv. Follow the nrocedures nrovided
by vour Work Fxperience Fducation Coordinator and Sponsor whenover
vou must he late or absent. Verification of the successful attain-
ment of this objective will he made by your 39ponsor on a ratine form.

NOTFE_TO THE _STIIDENT

Rv the time you finish this LLAP vou will know what your Vord
Fxnerience Fducation Sponsor exnects from vou in repard to
getting to work on time, and whv punctualitv 1s a nood worlk

hahit: also why heine at work repularlv is important,

"ATIONALE

This LAP is desicned to make vou aware of the problems caused

by, and for, somcone who 1s chronically late or abhsent.
Punctualitv and rezular attendance iz a hahit: this is a «ood

time to emphasize the henefits for vour present and future joh.

DIRECTTONS

Tn this TAP §ou will find out the procedures tn be followed
whenever vou must he late or absent from vour present joh. Vou
w111 discuss whv punctuality and attendance is required, and
howv to correct a chronically late or absent emnlovee. Your
punctunlity and attendance will he rated bv your Work Experience

Fducation Sponsor.
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PRE_TEST

list helow at least five (5} differcnt reasons why an emnlover
would want his emplovees at work on time.

1.




PRE-TEST (Scoring Key)

Your response should include not only reasons which benefit the
employer, but reasons which indicate some benefit in terms of

behavior, attitude, and potential success for the punctual
employee.

Now go on to the Learning Activities.




LEARNING ACTIVITIES AND RESOURCES

Do the three (3) activities listed below.

ACTIVITY #1. Find out from your Work Sponsor the procedure
to be followed whenever vou are late or ahsent.

Make a written list of these vnrocedures here:

ACTIVITY #2. On the sheet of paper on page 5, make up a form to he
followed whenever vou are late or absent. Include such
items as: How late, whv late (absent), and what vou
could have done to prevent the lateness or ahsence.

ACTIVITY #3. Have your Work Spcnsor rate your punctuality and
attendance on the following form:

ASSTGNMFNT CARD

Assignment:

ALWAYS USUALLY SELDOM

Employee is punctual

Employee comes to work




Form to be followed when I am late or absent:




POST TEST

Pretend you are the hoss and you have an employee who is chronically
late to work and/or absent from work. Outline a three-point program

to correct the situation. Your program should he realistic. Write
a program that would be effective with you, 1f you were the
chronically late or absent emplovee.

1.




POST TEST (Scoring Key -

If you really believe that this would be an effective solution
to a problem of your punctuality, you have passed this test,




IDFAS

Discuss in class why someone would be continually late to
school or work.

Tell your class a story about an experience you have had where
you or someone you know was late, causing someone to be very
irritated. '

Do a research report on some of the psychological studies that
have been done on people who are often late,

List three (3) or more different jobs where being on time is
eritically important.

Make a poster for your place of work which would encourage
people to get to work on time.

Discuss how you would react if T-V programs did not start
or stop on time.

Discuss in class how planning ahead and organizing your time
can help you to get places on time.




LAP Prapared By: Dr. Dave Taxis

. WNRK EXPERTENCE EDUCATION
i LEARNING ACTIVITY PACKAGE o

Type of Work Fxperience Education: VGCATYONAT,

Program Goal: 4.3 Identify the needs of the pub}ics served in
the work environment of a selected career.

Performance Objective: 4.3.1 Identify the expectations of the
publics served in your selected career. For each expectation
or need you have described, give at least one appropriate way
you have learned to meet the public's need. Jdentify those
responses which you have learned in your present assignment.

NOTE TO THE STUDENT

By the time you finish this LAP you will be aware that the
public expects certain services wherever it goes. You will

identify some of these public expectations in your

occupational area and in some other areas.

RATIONALE

This LAP is desipned to help you identifv public expectations.
Whenever you buy anything, or service, you expect to be treated
with some courtesy and given information ahout what you are
buying. You expect consistant quality in merchandise sold,

and you look for prompt, speedy service. FEach business and
every public agency is expected, by its public (its customers),
to meet certain standards. Our task now is to identify what
the customer expects.

In this LAP you, as a consumer, will discuss what you expect
from specific occupational areas. You will 1list expectations

of your occupational area, and tell how ycu identify these.




PRF-TFEST

As a consumer, discuss what you expect from a gas station attendant
when you buy gasoline. Your discussion should point out that the

public generally takes for granted certain considerations and
courtesies wherever they go, ‘

- 1. Make a list of five (5) or more things that you as a customer

expect from the attendant when you pull into a gas station.

2, Write below 'in one or two sentences how you think t

he attendant
learned what vour expectations as customers are, :

After completing this Pre-Test, proceed with the activities of this
LAP,




‘.;-';a;;-;,\

PRE-TEST (Scoring

Some of your answers might be:

1.

My windshield was cleaned.

The attendant was courteous.
He- gave me what I asked for.
He offered to check my oil.

T didn't have to wait long.

His boss told him.
His own experience.
Company advertising.

Company memos.

Key)




LEARNING ACTIVITIES AND RESOURCES

Do two of the three activities listed below.

ACTIVITY #1. List three (3) expectations of the public served by
your career area, and how you learned that they were
customer expectations.

Expectations by Public Served How You learned them

ACTIVITY #2, Discuss with your father or some other adult in a career
area different from yours how he identifies public
expectations (needs) in his job. List them, and how
he learned them,

Public Expectations How Learned




—er
-

ACTIVITY #3. Write a report on how public expectatinns for your
career have changed over the last 10 to 2( years.




i

1.

POST TEST

1

For each of the occupational areas helow, list three (3)
expectations by the public ‘served.

Salesman: 1.
(car)

2.

3.

. Law Enforement: 1.
(Policeman)

2,

3.

Education: 1.

(Teacher) :

2.

3.

Pick one of the three areas above, and discuss in a few sentences

how someone in that type of job would learn what the public expects
from him, .




' ' | POST TEST (Scoring Key)

To pass this test, you should be able to list at least two
expectations for each occupational area. Some answers could be:

Salesman - knows about his product.
is courteous and personable.

Policeman - is polite to everybody.
wears his uniform properly.

Teacher - knows his subject.
makes the class interesting and relevant.




IDEAS
1

1. Discuss in class how advertising attempts to change the public's
notion of what it wants.

2, Tell your class what the public expects from your employer, and
how you discovered these expectations.

3. FHow would the public expectations of your career area differ
from those expected (needed) from the same area in another
country? Give specific examples.

4, Check the editorial page of your newspaper for a couple of
weeks, and select several cartoons which indicate that the
fovernment has failed to identify nublic expectations (needs).

-«




LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE FDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.3 Identify the needs of the publics served in
the work environment of a selected career,

Performance Ohjective: 4.3.2 As a result of dealing with the
publics served in your selected career, a satisfactory rating
will be given to you by your Work Expaigience Fducation Sponsor
in one or more written progress reports.

NOTE TO THE STUDENT

By the time you finish this LAP you will evaluate your
progress in, and ability to, identify the needs of the

public in your selected career.

RATTIONALE
This LAP is designed to help you find out more about

yourself and your selected career area by measuring your

success in identifying the public expectation of your

career area.

DIRECTIONS

In this LAP vou will evaluate the gsuccess of a T-V character.
You'll identify the expectations of his public. You will
develop a criteria for measuring your progress in identifying

the expectations of your publiec, and you will evaluate

yourself,




PRE-TEST

Tom Jones sings songs which he thinks his public (his viewers)
will 1ike. Marcus Welby, M.D. spends a great deal of time identifying
the expectations of his public, that is his patients.

Pick another character from a T-V program and list three guidelines

for this personality which he would follow in identifying the
expectations of his public,

Grade a T-V personality - excellent, good, fair, or poor for each
guideline,

GUIDELINES FOR T-V PERSONALITY GRADE
1.
2,
3.
<JdA




PRE~-TEST (Scoring Vey)

grade your test, follow this criteria for the Plip Wilson Show.

GUIDELINES FOR T-V PERSONALITY | srapE

The audience wants to laugh. Fxcellent

My guests should be interesting. Excellent

I should be a good singer. Fair




l. LEARNING ACTIVITIES AND RESOURCES

Do Activity #1, and either #2 or #3.

ACTIVITY #1. List helow three ways you identify the public's needs,
A

R,

c.

Have vour Work Experience Fducation Sponsor rate you (excellent, very
good, good, fair, poor) now, in two weeks, and in one month on how

well you identify the needs of the public. You may want to revise
your list for each evaluation.

How well I identify the needs of the publie:
Time Rating Comments
Now
.?,‘ =
s Two weeks
One month

ACTIVITY #2. Fvaluate a fellow employee's ability to identify public
exnectations (needs).

ACTIVITY #3. Define public expectations (needs).  Give examples.




PREEN

AR

POST TEST

Using the criteria you listed in Activity #1, grade yourself

excellent, very good, good, falr, or poor. You should rate
yourself good or better in all three areas.

(1) .

(2).

(3).

Write a few sentences telling how vou would teach someone to
identify the public's expectations of your particular career.

-3= ~34




POST TEST (Scoring Kev)

In order to pass t:h:l,é test, you should be able to give at least

three (3) different ways to identify public expectationms.




3>
R

L

IDEAS

Discuss with some of your friends how the public expectations
(needs) of their career area differ from those of yours.

Compare the attitude of an elected official with that of someone

who is not directly concerned with meeting public expectations
(needs).

Discuss how a T-V network goes about identifying public expectations
(needs) .

238




by

S

LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.4 Meet the needs of the publies served in the '
work environment of a selected career.

Performance Objective: 4.4.1 Indicate which expectations of the
publics served in your selected career are easy to meet, and which
expectations you find most difficult to meet. Relate hoth the
easy and difficult expectations to your own requirements as a
member of the consumer public.

NOTE TO THE STUDENT

By now you should be able to identify the needs of the publie.
By the time you finish this LAP you will be able to evaluate
vhether these needs (expectations) are easy or difficult to

meet.

RATIONALE

This LAP is designed to help you understand that some publie

expectations (needs) are easily met, whereas others are
difficult to meet. An understanding of the difficulties in
meeting publiec expectations will make you a more aware and

undergtanding consumer.

DIRECTIONS

In this LAP you will list some problems of others in meeting
public expectations (needs). List the expectations of the
public that you meet, and evaluate the’r difficulty to meet.
You will also discuss whether vour attitude as a consumer has

changed as a result of your meeting public demands (needs).

<37




’ | PRE-TEST

1. A telephone operator faces a variety of problems in meeting the
needs (expectations) of the public. List below five (5) of
these problems.

A.

C.

PEInEN

2. Rank your answers (using the letters) in order from the most
difficult need to deal with, to the easiest.

(Easiest)

—— et ———
S —————

(Most difficult)

<J8




sy

PRE-TEST (Scoring Key)

This Pre-Test is designed to make you aware of problems of varying
degrees of difficulty in a particular career area. When you can

f111 in at least four (4) problems for a telephone operator, go on
to the Learning Activity.

Two answers might be: Deal with obscene phone calls (difficult)

Give information service (easy)

~J9




1.

difficult.

LEARNING ACTIVITIES AND RESOURCES

Do one of the activities below:

(easy)

ACTIVITY #1. List below, four (4) expectations of the public which
you meet in your career. List two which are fairly
easy for you to meet, and two which are rather

Tell briefly why these public expectations

are easy or difficult for you to meet.

(why)

(easy)

(why)

(dif ficult)

(why)

(difficult)

(why)

ACTIVITY #2. Keep a record for a week of expectations which you as a

consumer encountered.
to your satisfaction.

Include those which weere not met
Indicate whether your expectation

was easy or difficult to meet.

Weekly Record of Expectations
_As a Consumer

Write in FEasy or
Difficnlt

-4- 240




POST TEST

Make a list of three (3) easy and three (3) difficult publie
expectations which your employer must meet, and indicate next to

each expectation one or more departments of his business which are
engaged in meeting these expectations.

Public's Expectations of Your Business Department

Easy:

1.

Difficult:

1.




@ POST TEST (Scoring Key)

Give yourself one point for each answer. To pass, you must have
at least eight (8) points.

ax

~6- 242
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IDEAS

Discuss in class how meeting difficult public expectations can
make a job more challenging and rewarding. Give examples.

Interview someone in a career area different from yours, but
someone you deal with or come in contact with frequently.
Ask him what problems he has in meeting public expectations.

Make a list of three (3) very difficult public expectations
which your employer must meet, and indicate next to each
expectation one or more departments of his business which are
engaged in meeting these expectations. '

Discuss what makes a public expectation (need) easy or
difficult to meet.

Discuss the alternatives of your company's customers when
their expectations (needs) are not met by your company.

Explain below how you as a consumer have changed your
attitude toward some occupational area hecause you have had
some work experience in that area and therefore understand
some of its problems.



LAP Prepared Bv: Dr. Dave Taxis

WORK FXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Tvpe of Work Fxperience Fducation: VOCATIONAL

Program Goal: 4.4 Meet the needs of the publics served in
the work environment of a selected career.

Performance Nbjective: 4.4.2 Given examples of hehavior or
attitudes which are inappropriate to your selected career,
explain or describe how these behaviors or attitudes might

affect the employee, his fellow employees, the public served,
and the employer.

NOTE_TO THE STUDENT

Bv the time you finish this LAP vou will have an awareness
of inaporopriate hehavior in a job situation, and the

effects of such hehavior on vou, your fellow employees,

vour hoss, and customers.

RATTONALE

This LAP is desinned to help vou understand that inappropriate)
behavior is often far-reachins, causing problems for others

within and outside your particular company.

DIRFCTTONS

Tn this LAP you will discuss inapnropriate behavior in vour
career area, and how vou, vour fellow employees, vour hoss,
and you as a consumer are affected bv and react to

Inappropriate bhehavior.




PRE-TEST

After completing the Pre~Test, continue with the activities in
this LAP.

1. TDefine inappropriate behavior in a work situation. You may use
examples from your career area.

2. What effect does inappropriate hehavior have on an emplovee?

3. UWhat effect does inappropriate behavior have on the employer?

4. What effect does inappropriate behavior have on the public served?




PRE-TEST (Scoring Key)

Your definition of inappropriate behavior should include any
behavior which does not conform to the traditional customs,
rules, and regulations of the place of employment tnvolved.
For example, an employee who steals or doesn't get along with
his fellow employees; an emplover who won't admit when he's
made a mistake or doesn't give credit where credit is due.

Fmployee - hecomes discouraged, angered, or indifferent.

Employer -~ becomes authorative, grouchy, irvational.

Public Served - hecomes unfairly critical, takes its business
elsewvhere.




! . LEARNING ACTIVITIES AND RESOURCFS

There are two (2) activities in this section. Do both of them.

ACTIVITY #1. Outline a training program appropriate for vour

career area which would explain inaporopriate
behavior, how to avoid it, and what would be done
to those who violate the rules of appropriate hehavior.

Career area:

Inappropriate behavior for this career:

How to avoid this inappropriate behavior:

What would he done to those who violate the rules of
appropriate behavior?

24’7




Additional comments:




A ACTIVITY #2. Cive three (3) examples of inappropriate behavior,

.1 drawn from vour particular career area, Briefly
tell how you, your fellow emplovees, your boss, and
your customers would be affected if you were guilty
of the inappropriate hehaviors in each of your examples.

BEHAVIOR {#1:

Effect on you:

Effect on fellow employee:

Effect on the boss:

Effect on the customer:

BEHAVIOR {#2:

Effect on you:

Effect on fellow employee:

Fffect on the boss:

-6- <49




Effect on

the customer:

BEHAVIOR #3:

FEffect on

you:

Effect on

fellow employee:

Effect on

the boss:

e Fffect on

the customer:

o




o1

POST-TEST

Discuss below how you would feel if a local phvsician were found
guilty of selling narcotics to junior high school kids. Your
discussion should center around reactions to this inappropriate
hehavior.

How would your answer he different if it were your own doctor?




POST-TEST (Scoring Key)

Any reasonable discussion will be acceptable provided it includes
some thoughts on how the public would react to this behavior.




§o—y

IDEAS

Discuss with your work supervisor which behaviors and attitudes
displayed in your career area have a bad effect on your area's

public, Prepare a report on your general findings for your
teacher.

Discuss how sports stars are penalized by their organization
when their behavior outside 1is inappropriate.

Think up an inappropriate behavior which might ocecur in your
career area. Discuss how you, if you were the hoss, would
deal with the misbehavior.

Tf you were working in a theatre where smoking was not permitted
by law, explain how you would deal with a patron who is smoking.

-10-
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LAP Prepared By: Dr., Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Tvpe of Work FExperience Education: VOCATIONAL

Program Goal: 4.4 Meet the needs of the publics served in the work
environment of a selected career.

Performance Objective: 4.4.3  Meet the needs of the publics served in
your selected career, Verification of the attainment of this

objective will be made by your Work Fxperience Education Sponsor
on a rating form.

NOTE TO THE STUDENT

By the time you finish this LAP you will evaluate your ability

to meet the needs of the public in your selected career.

RATIONALE
This LAP is designed to give you a picture of your ability to
meet public needs. Periodic, objective evaluation is a

valuable tool in helping you to become a knowledgeable,

effective employee in your selected career area.

DIRECTIONS

In this LAP you will desipn a criteria for evaluating your
progress in learning to meet the needs of the public in your

selected career area. You will be evaluated, and you will

evaluate yourself using your own criteria.




PRE-TEST

None Required.




LEARNING ACTIVITIES AND RESOURCES

There are three (3) activities in this LAP. Do all of them.

ACTIVITY #1.

Discuss below how the principal of a school meets the
needs of the students, the faculty, and the P.T.A.

Discuss, also, the areas of conflict in meeting these needs.

Meeting the needs of the students:

Meeting the needs of the faculty:

Meeting the needs of the P.T.A.:

Areas of Conflict:




ACTIVITY #2. List below, three (3) ways you as an emplovee directly
' or indirectly meet the needs of the public served by
your career area:

1.

Have your Work Experience Education Sponsor rate you (excellent,
very good, good, fair, or poor) now, in two weeks, and in one
month as to how well you meet the needs of the public. You may
change your reasons listed above prior to each rating.

TIME RATING COMMENT

- NOW

2 WEEKS

1 MONTH

ACTIVITY #3. Consult with your boss and make a 1ist of ways your place

of employment could better meet the needs of its public.
List them below.




POST-TEST

Evaluate yourself, using vour own criteria.
with your teacher and design a program to im
the expectations of vour publie,

Discuss your evaluation
prove your ability to meet




POST-TEST (Scoring Key)

Verification of your attainment of the performance objective will
be made by your Work Experience Education Sponsor on this form.

appropriate number.)

Ability to meet the needs of the public served. (Circle the

10 9 8 7

Excellent | Very Good




IDEAS

Discuss in class whether T-V programming in your area actually
meets the cultural, educational, and entertaimment needs of the
public served.

Discuss at home how Ralph Nader, Consumer Reports, and other

consumer watchdogs help to meet the needs of the consuming
public.

List avenues the public can take in your career area if their
needs are not met.

For one month, keep a list of ways you think of to meet the
needs of the public in your career area.

Evaluate the success of your chief competitor in your area of
work, in meeting the needs of the public. '




LAP Prepared By: Norvin Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.1 Apply knowledge of employment procedures and practices
required for job placement.

Performance Objective: 5.1.1 List activities and sources that may be
utilized to seek out technical and supportive information needed prior
to employment. As a part of each activity, outline steps that would be
carried out to insure complete awareness of practical activities
required for job placement,

NOTE TO THE STUDENT

This LAP involves experiences that will prepare you for seeking
ol a job. You will be provided an opportunity to practice
several of the activities that you will actually do when you
apply for a position, '

RATIONALE

BEach of the job-readiness activities in this LAP is listed on the
following page. They will complement one another by building

upon your background of experience to better prepare you for entry
into the world of work.

DIRECTIONS

This LAP is composed of four (4) separate activities. On the
following pages you will be requested to complete a short assign-
ment for each. These assignments have been made very practical
to assist you in your job-seeking endeavors. Please turn to the
following page to receive explicit instructions.




A PERIOD OF TRANSITION
HIGH SCHOOL TO THE WORLD OF WORK

It is usually very difficult for high school students to take the first
steps toward employment.

"Where do I start?" A common question often asked of Vocational Counselors,
Work Experience Education Coordinators, _and other school personnel.

The purpose of this LAP is to assist you to bridge this seemingly insur-
mountable gap between school and the world of work.

The following four practical activities are provided for your benefit.

1. Submitting an Application

2. Preparing a Personal Data Sheet

3. Checking Newspaper Want Ads

4. cCanvassing Job Possibilities
You are requested to .complete a short assignment for each section. These
assignments have been made very practical to assist you in your job-
seeking endeavors.
Before starting the assignments, turn to the Pre-test on the following
two pages. This test consists of 15 True-False questions of which you will
need to mark 13 correct to be exempt from completing this LAP.
If you mark 13 or more answers correct, when checked against the Test
Key, the last page of this LAP, you may turn the LAP in and continue with

another.

If you do not mark 13 answers correct you should turn to page 5 and start
the first unit, SUBMITTING AN APPLICATION. Continue from this unit on to the

next and so on until you have completed the LAP and are ready for the Post
Test.




Name

Date

10.

11.

12,

Mark True answers with a + and those that are False with a 0. You should
mark at least 13 of 15 correct to pass this test. Check your answers
against those on the Test Key.

Generally speaking, an application may be written in pencil
if it is neat and well-organized.

It is desirable to carry with you the names, addresses and
telephone numbers of those persons whom you plan to use as
references. |

No prior arrangement need be made with persons whose names
you use for reference because most of these people are glad
to help anyway.

You should take your social security card when applying for
employment rather than relying on your memory to write your
number.

It is especially important that you emphasize school and leisure
time activities when applying for your first job.

' A personal data sheet should reflect a concise, clear picture

of your past experiences, your interests, and your abilities.

Some of your personal characteristics, such as how you get
along with others, can be more accurately described by you than
by a person whom you use as a reference.

Skills gained during your high school Work Experience Education
program should be emphasized in your personal data sheet.

An employer will analyze your Personal Data Sheet with the
objective of determining how you could f£it into his organization.

Every Want Ad you see under the heading, "JOBS" in a news-
paper is an advertisement for an employment opportunity.

You will have an opportunity to make full use of your
Personal Data Sheet when you answer a "Blind Want Ad".

Generally speaking, oniy large circulation, urban newspapers
have a Want Ad Section.

-3-




13. Persons who are considered as being successful in their occupation
or vocation are generally good sources of information and leads
toward employment opportunities in their own field.

14, Close friends and neighbors are often very good sources of
leads as to where potential jobs may be found.

15. A personal recommendation for you from a person who is
successful in his field of work is considered a real “"plus"
on your application,

N
.1

1

3




SUBMITTING AN APPLICATION

The following "rules of thumb" apply to applications for employment.,
1. Print all information unless requested to do otherwise.

2, Applications should be printed, using an ink pen, preferably
with blue or black ink,

3. Misspelled words, erasures or strikeovers are taboo on employment
applications,

4. Take all information you may need with you when you make application
for employment. The employer's receptionist would prefer not to
lend hexr telephone directory to enable you to look up addresses
and telephone numbers. DON'T FORGET TO TAKE YOUR SOCIAIL SECURITY
CaRD,

5. Remember: NEATNESS AND CLARITY is the name of the game. The
completed application is your personal representative to some
foreman or office manager whom you have never met. Help it to
sell youtltl!

ASS IGNMENT

1. A PRACTICE APPLICATION

Complete the following two-page practice application that is similar
to one you will use when you actually apply for a job at a potential
employer's place of business,

OR

2., Ask your employer to complete the enclosed JOB APPLICATION PROFICIENCY
VERIFICATION,

Place your completed assignment in your folder for this LaP, Your Work
Experience Education Coordinator may wish to discuss it with you when your
LAP is evaluated.

You should now start the unit entitled, PREPARING A PERSONAL DATA SHEET.
This unit starts on page 11. When this unit is completed, you should
continue on to the next, CHECKING NEWSPAPER WANT ADS, starting on page 13.
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T i R L S I R R TR e . L R RINrnryi S T o

ﬂ Date
| Social Security Number

- ( i )

; Name (Print
{ ( ) LAST FIRST MIDDLE PREFERRED NAME MAIDEN NAME
| Address Phone
Number and Street City. State, Ztp Code Area Code - Number
Last Three Addresses (List most recent former address first.)
~ FROM TO
NUMDOER AND STREET CITY. STATE. 2IP CODE MONTH AND YEAR MONTH AND YEAR

Position or general work area for which you are applying
Would you work: Full Time O Part Time 0 3 Months or Less O Date Available For Work

Specify Days and Hours, If Part Time :
Have you previously applied for a position with our organization? Yes O NnoO it yes, when and where?

Were you previously employed by our companies? Yes O NoO yes, where?

Terinination Date Name at time of termination (Females Only)

List relatives in our employ
Name of acquaintances in our employ

S - [y, [T L
B ey o s Dt rre—o v - a3 <oy e ;. o Sy "Wy, e a -

{ PERSONAL & FANILY DATA

Marital Status:  Single_______ List
Engaged ' Planned Wedding Date Children: Aoe Sex

Married __________  Marriage Date

Separated —_  Separation Date

Divorced _______  Divorce Date
Widowed _________ Date of Spouse's Death
Name of Spouse Occupation -
If spouse is employed, Lty whom? How long? ————Earnings $ Per
Do You Rent (0 ownd AHoused Apt.O Mobile Homed -Room O or Live With Relatives L} 7

What is the total monthly amount of your financial obligations?
{Include rent, payments on home, car, appliances, medical expenses, clothes, etc.) $

Ry | Doyouownacar? Yes[J No[J orare youbuyingacar? Yes[J No[O Make Year
Do you have a driver's license? Yes[J No [0 Driver's License Number and State of Issue

Has your driver's license ever bzen suspanded or reveked? Yes [J No[J If yes, explain
: Number of Traffic Citations in Last Three Years..

il Have you ever been arrested or convicted of any crima? Yes [0 No [ If yes, explain
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Number of auto accidents you hiave been involved in during last two years.

Have you ever been denied Fidelitv Bond Coverage? Yes[J No L[] If yes, exptain

Are you a citizen of the United States? Yes (3 No[ 1f no, under what type of visa are you currently here?

How do you spend your leisure time?

What are your favorite hobbies?

oy - myv— a A=~y
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PHYSICAL & HEALTH DATA

Height: Ft. In. Weight: —__________Lbs.

Are you currently under a doctor’s care? Yes OnoOt yes, explain

It no, when did you last see a doctor? —————— Reason
Date of last physical examination Purpose Result

(Satistactory or Unsatisfactory)

Are you currently taking any kind of medication? Yes [J No[J If yes, reason

Have you. during last 5 years, been confined in a: Hospital J Sanitarium{J Mental Institution O ?
ves (J No(J yes, list illnesses or physical conditions requiring confinements and dates of confinements

Describe any physical limitation that you feel should be considered in job placement

prep—
. - ™.~

EDUCATION & TRAINING

Circle Last Graade. Trade. or High School Technical. Bus School. College Graauate School

Grade Average Last
Year Completed 1234567891011 12 12348 1234

School Attended

LISt Every HIgh School. Business. or Last Oate You Owas | College

College Oegree Graaes
Location
Trade School and College attended &gegcsg) will Graduate Major

minor | Receved [cum ave | 0Sys

Are you currently enrolled in Evening, Correspondence, or other “ype course study? Yes (]
i yes, explain

Courses Most Liked: High School (1) (2)

College (1) (2)

Courses Likea Least: High Scheol (1} (2)

College (1) (2)

Ex:racurricular Activities. (!ncivce offices hzld. scholarskips, awards, honors received, etc.)

High School




3 CHECK SKILLS & TRAINING ACQUIRED

O Typing

[0 shorthand Dictation

O pictaphone

O Adding Machine

Manual 0 O Keypunch Machine [ Accounting
Electric ]
WPM C) ouplicating Machine O Mathematics
O Filing O statistics
(0 Bookkeeping O other
PIORO-P AMPLN A ACSADITIAS A A TP 5 AP

R T T ST GO

EMPLOYMENT EXPERIENCE (Including Part-Time Work)

IT IS IMPORTANT TO YOU THAT ALL EMPLOYERS ARE LISTED AND EMPLOYED TIME
RECORDED ACCURATELY

Indicate present or most recent employer first, next previous, etc.

Dates company's Name Supervisor s Name Positions Heid Salary Re‘:sons
Employed and Address & Position (Inci. Promotions) (MO Le;:,rmg
FROM - INITIAL

Mo Yr . $ e e
TO0 FINAL
Mo Yr $
FROM INITIAL
Mo Yr s
TO FINAL
Mo Yr s
FROM INITIAL
Mo —YT — c—— - s = -=-
TO FINAL
Mo Yr L s
FROM INITIAL
Mo Yr - I SIS [ s
TO FINAL
Mo vr $ (

A

e 9w re,m e cmeton ——

(To reccrd additional employment experience. ask receptionist for an employment record form.)

if currently employed. may your employar be contscted at this time for a reference? Yes [J No [}

After completion of your education, have you ever been unemoloyed? Yes | No OJ

If yes. give dates and reasons

YWhat sieriing salarv do you expect?
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- e dulessten O LT R /e AL M A T T )
I A MILITARY SERVICE DATA — UNITED STATES SERVICE ONLY
]
‘ ; |§ What is your current Selective Service Classification? If 1Y or 4F state reason

Have you served in the U. S. Armed Forces? Yes [J No[J What Branch of Service?

Date Entered Service ____ Date Discharged/Separated Rank When Discharged/Separated

Pt
bl

Are you receiving Pension or Disability Income? Yes[J No[J If Yes. $ per Type of discharge
Are you presently a member of the Armed Forces Reserve? Yes[J No[J National Guard? Yes[d No[J %
Period of Enlistment To Do you participate in yearly training camp or cruise?

This information is correct and true to the best of my knowledge. 1

Applicant’s Signature

T AR TSRS N e T ] MV A B | e g VAP - Prrwried e sl DT

THIS SECTION TO BE COMPLETED BY APPLICANTS FOR TRAINEE & MANAGEMENT POSITIONS
(Includes Fleld Clalms Positions)

In what geographical area would you prefer to live? Alternate

Are you and your spouse willing to live wherever the companies may assign you to work?

Do you or your spouse have objections 1o a position requiring work outside the hours of the usual business day?

7 List Professional and Business Organizations to which you beiong

.. |
* References (Do not list relatives) i
List below the name of four or more persons who would be willing to answer a reference inquiry from our organization !
' in your behalf: i
' M
NAME ADDRESS OCCUPATION .
(Indicate street, city, state and zip code.) §
1
! o L] ’
i v
i
1
! ¢
? t
. ’ .
|
! THIS SECTION TO B CO\PI.ETED B THOSE APPLICANTS \YITH LAW TRAINING
| )
i Are you admitted to the Bar? In what State(s)?
| -~
{ Why did you study law and take bar examination? I
i |
] :
! ;
",l Fiave you practiced lav? : tlow long? :
! Where? . .. Associated with whom?
]
 Reasons for discontinuing Law Practice
o i
FRIC  osmimsimcosmsmssmss Lot lo il | S Bl G0 LS L DT L Sl T I
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JOB APPLICATION PROFICIENCY VERIFICATION

Date

TO:

Work Experience Educ. Coordinator

School or School District

This is to certify that completed

(name)

an employment application at our firm. His/her application was considered

satisfactory and would entitle the student for employment in our firm if a

vacancy existed for which he/she was qualified,

' Any aspects of the application which necd improvement are noted below.

Interviewer (signed)

Firxrm Name

Address

Telephone

Areas that could use improvement:

Vg

-10-
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PREPARING A PERSONAL DATA SHEET

A personal data sheet should contain information that can be utilized
by an employer to enable him to know more about you as it pertains to
your potential for contributions and success as an employee of his
firm.

A personal data sheet may include such information as the following:
l. School record, including attendance.
2. Employment record, including non-paid experience or service.
3. Health record.

4. Available test scores, particularly interest and aptitude
results which are available for you at your school.

5. Any significant experiences or achievements.

6. Prior training received as well as leisure time activities.
7. Results of skill proficiency tests or examinations.

8. Lettexs of recommendation.

These should be requested in advance. You must use
discretion in the selections of persons used as
references. Include previous employers, teachers,
counselors, vocational placement officer, work
experience coordinator or personal friends who are
older than you.

The letters should include such information as the following;
however, not all in any one letter:

a. Character of applicant.

b. Education and training information.
c. Ability to get along with others.
d. Native ability.

e. Personal relationships between the letter
writer and yourself.

ASSIGNMENT

Each Work Experience Education enrollee is requested to develop a personal
data sheet that would be suitable to present to an employer. The following
page provides a format that could be used for this purpose. Please
complete this sample Personal Data Sheet as if you planned to present
it to an employer. Retain this assignment with the rest of the IAP,
then hand in when completed.

~11-
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PERSONAL DATA SHEET

Name Telephone
Address Soc. Sec. No.
City State 2ip

Skills I possess

Education
Graduated from in
month year
Subjects studied and length of time enrolled.
Subject Semesters Subject Semesters
Interests and Hobbies
References
Name Position
Address Telephone
City State Zip
Name Position
Address Telephone
City State Zip
Name Position
Address Telephone
City State Zip
{
Q ‘ -12"'
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CHECKING NEWSPAPER WANT ADS

The following information pertains to Want Ads that are generally
found in newspapers.

l. Many employers advertise in newspapers when they need employees
with specialized skills.

2. Many ads request that you submit a written application and a
personal data sheet to a post office box number. Don't feel
discouraged by this. Employers use this "Blind Want Agd"
technique as a pre-screening device and a means to conserve
time and effort at their place of business, yet provide an
opportunity for a personal interview for the candidates they
wish to see.

(Maybe a good practical use for two of
the units you will carry out before
completing this LAP)

: 3. Some employment agencies will advertise for very attractive
positions only for the purpose of getting you into their
office. There they will attempt to sign you up under contract
whereas you pay them a fee if they are able to place you in an
employment situation.

ASSIGNMENT

On page 14 that follows, write the name and date of a local newspaper.
Search through the Want Ads of that newspaper and clip out any job ad-
vertisements that you feel you are qualified for.

Glue these Want Ads you have clipped on the following page under the
name and date of the newspaper identified above.

Place the completed assignment with the rest of the LAP to be turned
in upon completion of all assignments. Continue on to the next unit,
CANVASSING JOB POSSIBILITIES,




NAME OF NEWSPAPER DATE

Want Ads for Which I Qualify




ray

CANVASSING JOB POSSIBILITIES

The technique of utilizing personal contact cannot be overlooked
as an important step to use when looking for employment opportunities.

Dividends can often be reaped if you discuss your plans with a person
who is already successfully employed in your chosen area. A person
who is pleased with his position will often enthusiastically promote
others to enter his line of work.

ASSIGNMENT

On page 16, the following page, complete the form entitled, CANVASSING
JOB POSSIBILITIES. You will be able to accomplish this by talking with
two adults who are successfully employed in your chosen field of work.

Ask these persons to provide you with some clues, techniques and names
of potential employers to assist you to find and secure a job in your
selected field.

When you finish this assignment, place your completed form in a folder
with the rest of the LAP so you can discuss it with your Work Experience
Education Coordinator when the LAP is complete.

Now you are ready for the Post Test. Take this test then compare your
answers to those on the Test Key, which is the last page of the LAP.
Correct any mistakes in a neat manner and turn it in to your LAP source.
You are now ready for the next lesson.

-15-




1 CANVASSING JOB POSSIBILITIES

Type of job being sought:

Required skills or experiences I possess:

SOURCES OF INFORMATION

Date: Contact Person:

Address:

Telephone:

i Information Gained:

Date: Contact Person:

Address:

- Telephone:

Information Cained:




NAME

POST TEST

DATE

l.

10.

11.

12.

Mark ‘True answers with a + and those that are False with a O.
You should mark at least 13 of 15 correct to pass this test.
Check your answers aga:.nst those on the Test Key.

Generally speaking; an application may be written in pencil
if it is neat and well-organized.

It is desirable to carry with you the names ¢ addresses and
telephone numbers of those persons whom you plan to use as
references.

No prior arrangement need be made with persons whose names
you use for reference because most of these people are glad
to help anyway.

You should take your social security card when applying for
employment rather than relying on your memory to write your
number.

It is especially important that you emphasize school and leisure
time activities when applying for your first job.

A personal data sheet should reflect a’concise, clear picture
of your past experiences, your interests, and your abilities.

Some of your personal characteristics, such as how you get
along with others, can be more accurately described by you than
by a person whom you use as a reference.

Skills gained during your high school Work Experience Education
program should be emphasized in your personal data sheet.

An employer will analyze your Personal Data Sheet with the
objective of determining how you could fit into his organization,

Every Want Ad you see under the heading, "JoBS" in a news~
paper is an advertisement for an employment opportunity.

You will have an opportunity to make full use of your
Personal Data Sheet when you answer a "Blind want Ad".

Generally speaking, only large circulation, urba.n newspapers
have a Want Ad Section.

-17=




13.

14.

15.

Persons who are considered as being successful in their occupation
or vocation are generally good sources of information and leads
toward employment opportunities in their own field.

Close friends and neighbors are often very good sources of
leads as to where potential jobs may be found.

A personal recommendation for you from a person who is
successful in his field of work is considered a real "plus"
on your application.







LAP Prepared By: Norvin Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.2 Understand the rules, regulations, procedures
and practices related to employee wages, wage deductions, benefits
and working conditions.

Performance Objective: 5.2.1 Give evidence of knowledge and under-
standing of the rules, regulations, procedures and practices that
are important to employees.

NOTE TO THE STUDENT

This LAP involves the acquisition of background information
that will help the new employee understand his benefits
and be a better informed worker.

RATIONALE

It is important that employed persons have a clear under-
standing of various benefits, regulations and procedures that
apply at their place of employment. This LAP will clarify

several of these for the new employee.

DIRECTIONS

An introduction to this LAP is provided on the following
page. Instructions are also included which give a step-by-

step description of the procedures to follow while

completing the LAP.




FRINGE BENEFITS

IMPORTANT INFORMATION FOR EMPLOYEES

There are many rules, regulations, procedures and practices that are
important to new employees, as well as those who are well-established
in the world of work.

This LAP will generally follow rules and regulations that legally
apply to most workers. Other areas covered will relate to procedures
and practices in specific employment situations.

The new workers using this LAP will be expected to utilize specific
references as noted throughout this activity. This experience will
provide an opportunity for you to gain information that will be *
lasting and apply to you throughout the rest of your working years as
well as that period of time during which you are retired,

This LAP is concerned with rules and regulations that govern certain
aspects of your employment.

Many of these can be very important to you. The importance of
understanding your rights and responsibilities in such areas as
Social Security, Disability Insurance, Workmen's Compensation, Un-
employment Insurance, Industrial Welfare Work Orders and Retirement
benefits are extremely important.

Upon completion of this assignment you will be expected to go out
and get some answers concerning these subjects directly from your
employer.

Let's start by assisting you to learn benefits that will accumulate
for you--including cash payments during your retirement.

On pages 4 and 5 is a Pre-Test which covers the following subject areas:

l. The Workman's Compensation Law

2. Your Social Security

3. Industrial Welfare Work Orders

4. Job Placement and Unemployment Insurance Programs
5. california Disability Insurance

6. Credit Unions

As an employee, it is very important that you acquaint yourself with
each of these important areas which relate to and affect workers.

You should now take the Pre-Test that is found on pages 4 and 5. 1If
you score 25 answers correct out of 30, you need not complete any
more of this LAP. Turn it in and ask for your next assignment.

On the last page of this LAP is a key which you may use to score
your Pre-Test. If you do not score 25 correct answers, turn to
page 6 which introduces the section on The Workmen's Compensation Law.




Continue through the LAP utilizing the named references for each
section. These references contain all of the information necessary
to complete the LAP and will be provided for your use when completing
this assignment.

i
Now turn to the Pre-Test on pages 4 and 5 and complete it as directed.

Please keep this assignment together as a unit as you work through
it. The Pre- and Post tests, as well as all sections, comprise the
total unit.




Name

Date

The following True-False questions pertain to fringe benefits
that accrue for employees. You should be able to answer 25 of
30 correct. (Mark your answers (+) for True and (0) for False).

1,

8.

9.

10.

11.

12.

13.

_av'r' 14.

Disabilities arising out of or caused by pregnancy are not
eligible for State Disability Insurance.

When an employee is injured on-tha-job, he is required to
go to the company's doctor.

A worker cannot receive benefits under social security
until he is 65 years of age.

Employers are required by law to pay one half of the amount
that is paid into your Social Security Account.

Workmens Compensation Insurance is paid by the employer
and provides benefits for employees injured on-the-job.

Social Security provides coverage for retirement, disability
and hospital insurance.

A girl should report to the Social Security Administration
when she marries to have her card changed to reflect her
new name.

All workers in California are covered by Unemployment Insurance.

An unemployed person is required to register for work before
he is eligible for Unemployment Insurance Compensation.

Some employers are exempt from Unemployment Insurance.

A person who reaches retirement age in or after 1971 will
need to work 10 years to be eligible for social security
retirement benefits.

When your father reaches retirement age and receives old-
age benefits you can also receive benefits if unmarried
and under 18 years of age.

Any person can be a member and deposit money at a credit
union.

A good advantage of a credit union is that you can deposit
money but they do charge a very high rate of interest if you
need to borrow money.

-4-



PRE-TEST Cont'd.

RE: True-False Questions
Page 2

1S.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

All workers in California are eligible for Unemployment
Compensation.

Generally speaking, credit unions only loan money in small
amounts.

It generally costs more to borrow from a credit union than
from a bank, but it is much easier.

Employee contributions pay the total cost of State disability
insurance.

The Department of Human Resources Development charges a
small fee for job placement.

Unemployment compensation cannot be paid if a worker volun-
tarily quits his job or refuses to take suitable work.

Cash received as a result of Workmen's Compensaticn benefits
is taxed at the lowest possible rate.

Employees are required to report only those injuries which
appear to be of a serious nature.

In some cases, Workmen's Compensation Laws provide an

injured worker retraining for an entirely different occupution
that may be completely unrelated to the present job station
requirements.

An emplover may be severely penalized if he illegally
employs a minor under 16 years of age and the minor is
injured.

Industrial Welfare Work Orders are written to apply equally
to men, women and minors.

Industrial Welfare Work Orders are generally posted in the
Payroll Department.

A special minimum wage rate of $1.35 per hour may be paid
to minors and student workers.

A student worker rate of pay may be paid to female students
up to 25 years of age.

An employer may not penalize an employee for a cash shortage,
breakage, or loss of equipment unless it can be shown the loss
was caused by a willful act, dishonesty or negligence.

Any uniform which is of distinctive color or design and is
required by the employer must be supplied and maintained by
the employer.




o
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THE WORKMEN'S COMPENSATION LAW

This is one of the most important sections of this LAP. Each of
us who works run the risk of a job-connected injury. It is
extremely important we know as much as possible about this subject.

This is necessary for two reasons. First, we will all become
more accident consciocus and will tend to be more careful while
working. Second, knowing the proper procedure to use in case of
an injury and having an understanding of various compensation
rates, makes us a more informed employee.

When you finish the section on "workmen's compensation", check

your answers against the reference. All questions refer to various
subheadings that are in bold print.

When you are satisfied that your answers are correct, move on to
the next section of the LAP which is entitled Your Social Security.




THE WORKMEN'S COMPENSATION LAW

& oA
o
3

Reference: The Workmen's Compensation Law, Division of Industrial

Accidents, State of California, Sacramento,
(Rev. 2-70).

1. The basic purpose of the California Workmen's Compensation Law

is to:

2. vwhat is an Industrial Injury?

.:a-’

L8

3. what should you do if you are injured while on the job?

Most persons who work may collect benefits if they suffer an
industrial injury. However, some are not covered by compensation

laws. The following groups of workers are not covered by
California Compensation Laws.




RE:

g
4

Workmen's Compensation
Page 2

The principle types of benefits under Workmen's Compensation Laws
are as follows:

What is means by Rehabilitation services under Workmen's Com-
pensation?

Explain the difference between Temporary and Permanent Disability.

Temporary

Permanent

List and explain six (6) types of penalties that may be brought
against the employer or an employee.

What death benefits are available under Workmen's Compensation?




RE: Workmen's Compensation
Page 3

10. what medical benefits are available through Workmen's
Compensation?

-Qa




YOUR SOCIAL SECURITY

Approximately 9 out of 10 working people in the United States
are building protection and retirement for themselves and their
families under the social security program.

It would seem important that we understand as much as possible

about this subject, even though we don't plan to "retire" in the
near future. The information gained will help us to understand what
happens to those § $§ $ § that are deducted for this purpose from
the paycheck each month.

After studying this unit we will probably agree that these deduc-
tions provide an excellent form of security for our own well-being
now and in the future.

The questions on pages 1l and 12 refer to the reference listed at
the top of the following page. Obtain the reference with your
LAP and use it to determine the correct answers. Be sure to
refer to the reference constantly to insure you have obtained the
correst information.

When you finish this section of the LAP, continue on to page 13

which is an 1ntroductory page to the subject, Industrial Welfare
Work Orders.

-10-
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2 YOUR SOCIAL SECURITY

References: Your Social Security
Social Security Benefits for Students 18-22

l. Express in your own words what you feel is the basic idea of
old-age and survivor's insurance under the social security law.

2. Persons who retire after 1991 will need to work 10 or more years
to be eligible for old-age payments. This can also be figured
as forty quarters of employment. Explain how the details of
this statement can be applied to your retirement.

3. Under what conditons can a child of a retired insured worker
or of an insured worker who has died receive a child's benefits.

4. What is the definition of this term, DISABLED, that keeps
cropping up?

, « -ii- <30
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RE: Social Security
Page 2

L eon e By St

5. What is the relationship between Vocational Reha.b:.] 1tat:|.on and
Social Security Disability benefits? :
i
!
1
i
3
:
6. The payment of social security taxes are shared equalily between
you, through payroll deduction, and by your {
This tax is paid directly to i
. i
7l

Briefly explain the benefits available and the qual:.f:.cet:.ons

necessary to receive the following: g

3
a. Old-age benefits

i

b. Survivor's benefits

c. Disability insurance

-12-




INDUSTRIAL WELFARE WORK ORDERS

These orders are posted in practically all places where persons
are employed in the state of California.

These orders are written by a state agency primarily for the
benefit of minors and all female workers.

All of the questions on pages 14 and 15 refer to the actual Welfare
Order supplied with the LAP. By answering these questions you
will be able to understand your rights and obligations that are
regulated by Industrial Welfare. This affects your everyday
conditions at your work environment.

As you answer the questions that follow be sure to check your
answers against the work order to insure the correctness of your
responses. When you finish this unit and thoroughly understand
the kinds of information found on Industrial Welfare Work Orders,
you may move on to page 16, an introductory explanation of Job
Placement and Unemployment Insurance Programs,

-13-



INDUSTRIAL WELFARE WORK ORDERS

Reference: Industrial Welfare Work Orders, California Divison of

1.

4.

Industrial Welfare,

A few words are defined on each welfare order. Define the
following terms as they apply to the orders.

a. Minor -

b. Employee -~

¢c. Hours worked -

d. Employer -~

e. Meal -

No female employee shall be required to lift or carry any object

weighing in excess of pounds, except by

special permit.

Industrial Welfare Work Orders are generally posted in what typical
kind of area? .

Explain how the regulations governing employers and employees
pertain to meal periods.

How do the work orders specifically provide for rest periods for
employees?

-14- 293




' RE: Industrial Welfare
"\ Ppage 2

~p-

¢

6. industrial Welfare Work Orders are specifically written to protect

the rights of and

7. Wwhat is a "split shift"?

8. What happens if an employee is required to report for work and
does report but is not put to work after arriving?

-15- |
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JOB PLACEMENT AND UNEMPLOYMENT INSURANCE PROGRAMS

You will notice on the cover page of the reference for this subject
that there are over 100 offices of the Department of Human Resources
Development listed, one of which will be located near your school.

The questions concerning the above subject are taken directly from
this state publication. As you write the answers to the questions
in this assignment, be sure to check your answers against the
statements in the reference to insure the correctness of your
responses.

This section of the LAP is used extensively by many workers in
California. The majority of persons who are iaid off or otherwise
are terminated from their jobs are qualified to draw unemployment
compensation.

When you complete this section, move on to questions on California
Disability Insurance.



JOB PLACEMENT AND UNEMPLOYMENT INSURANCE PROGRAMS

Reference: dJob Placement and Unemployment Insurance Programs,

Department of Human Resources Development (HRD)

what is the basic purpose of HRD?

What kinds of information are available?

what services are available for younger applicants?

Who is covered by California unemployment insurance?

Who may legally claim unemployment insurance?

List several conditions that can limit benefit eligibility.



RE: Job Placement
Page 2

What part does your former employer play in regard to your claim?

What must be reported as "earnings" when claiming benefits?

What may happen if you make a fraudulant claim?

Who pays for un&wployment insurance?




CALIFORNIA DISABILITY INSURANCE

A large majority of the employees in California have disability
payments deducted from their paychecks. Undoubtedly, you too are
having disability withheld from your paycheck.

An important aspect of the various types of accident insurance
that cover California employees is that more than one type of
insurance can be combined to increase your disability or accident
insurance while you are not working.

while rather similar to each other, the various benefits have
their own characteristics which enable your coverage to provide
more flexible protection in case of injury or illness.

Complete the three questions on this unit and continue to the
last unit, Credit Unions.

O ‘ ~19- 288




CALIFORNIA DISABILITY INSURANCE

Reference: Disability Insurance Provisions, State Plan of California

-

1. Under what conditions might disability insurance be paid?

2. What is the procedure to use when applying for disability insurance?

3.  what limitations apply to make no Disability Insurance Benefits
payable?




CREDIT UNIONS

Most employees who are fortunate enough to be employed by a company
that has an affiliated credit union, use the sexrvices of that
organization on numerous occasions.

A credit union is generally organized and administered by employees,
such as yourself. The more active the shareholders and the directors,
the more benefits you can receive as a result of your association
with the organization.

As you read through the references to complete the unit on credit
unions, you should be thinking of how you fit into a "credit union
picture." when you have answered the questions and checked them
against the references for accuracy, you will have completed this
LAP.
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CREDIT UNIONS

References: You - Your Money - Your Credit Union

What Everyone Should Know About Credit Unions

What is a Credit Union?

wWhat do the members of a credit union generally have in common?

What is Loan Protection Insurance that is provided for credit
union members?

Many persons question whether their savings will be safe when
deposited in a credit union. what are some of the built-in
safeguards of credit unions?

Most cities have chartered credit unions in their area. vVisit
an actual credit union and obtain the following information.

a. What is the official name of the credit union? Address?

b. Who is eligible for membership?




RE:

Credit Unions
Page 2

¢. Why do members generally borrow money? For what purpose?

d. What is the structure of management of the credit union?

e. Why do credit unions seldom fail or have a very large per-
centage of poor loans?




TO THE FINISH | | !

Your next step is to take the Post Test that comprises the following
two pages. You can check your results with the test key which
is the last page of this LAP.

If you miss any questions in the Post Test, go back to the refer-
ence on that subject and find the correct answer, then change
your answer, making it correct. Continue this until all answers
on the Post Test are correct.

You now are ready to put all of your completed LAP in order and
return it to the LAP Bank. You may wish to discuss certain aspects
of it with your coordinator. If this is true, secure an appoint-
ment and let your feelings be known.

Congratulations on Your Success

This should have been a worthwhile trip.

-24-
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Name

POST TEST

Date

The following True-False questions pertain to fringe benefits
that accrue for employees. You should be able to answer 25 of
30 correct. (Mark your answers (+) for True and (0) for False).

1'

9'

10.

11.

12,

13.

Disabilities arising out of or caused by pregnancy are not
eligible for State disability insurance.

When an employee is injured on-the-job, he is required to
go to the company's doctor.

A worker cannot receive benefits under social security
until he is 65 years of age.

Employers are required by law to pay one half of the amount
that is paid into Social Security Account.

Workmens Compensation Insurance is paid by the employer
and provides benefits for employees injured on-the-job.

Social Security provides coverage for retirement, dis-
ability and hospital insurance.

A girl should report to the Social Security Administration
when she marries to have her card changed to reflect her
new name.,

All workers in California are covered by Unemployment Insurance.

An unemployed person is required to register for work
before he is eligible for Unemployment Insurance Compensation.

Some employers are exempt from Unemployment Insurance.

A person who reaches retirement age in or after 1971 will
need to work 10 years to be eligible for social security
retirement benefits.

When your father reaches retirement fage and receives old-
age benefits you can also receive bunefits if unmarried and
under 18 years of age.

Any person can be a member and deposit money at a credit
union.

A good advantage of a credit union is that you can deposit

money but they do charge a very high rate of interest if you
need to borrow money.
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POST TEST Cont'd.
RE: True-False Questions
Page 2

All workers in California are eligible for Unemployment
Compensation.

Generally speaking, credit unions only loan money in small
amounts.

It generally costs more to borrow from a credit union than
from a bank, but it is much easier.

Employee contributions pay the toal cost of State disability
insurance.

The Department of Human Resources Development charges a
small fee for job placement.

Unemployment compensation cannot be paid if a worker
voluntarily quits his job or refuses to take suitable work.

Cash received as a result of Workmen's Compensation benefits
is taxed at the lowest possible rate.

Employees are required to report only those injuries which
appear to be of a serious nature.

In some cases, Workmen's Compensation Laws provide an

injured worker retraining for an entirely different occupation
that may be completely unrelated to the present job statinn
requirements.

An employer may be severely penalized if he illegally employs
a minor under 16 years of age and the minor is injured.

Industrial Welfare Work Orders are written to apply equally
to men, women and minors.

Industrial Welfare Work Orders are generally posted in the
Payroll Department.

A special minimum wage rate of $1.35 per hour may be paid
to minors and student workers.

A student worker rate of pay may be paid to female students
up to 25 years of age.

aAn employer may not penalize an employee for a cash shortage,
breakage, or loss of equipment unless it can be shown the
loss was caused by a willful act, dishonesty or negligence.

Any uniform which is of distinctive color or design and is
required by the employer must be supplied and maintained by
the employer.




10.

11.

12,

13.

14,

15.

SCORING KEY

Pre Test and Post Test

16.

17.

18.

19,

20.

21'

22.

23.

24'

25'

26'

27'

28,

29'




LAP Frepared By: D. Gene D=zvis

YORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Vork Zxperience Education: VOCATIONAL

gi Program Goal: 5,2 Understand the rules, regulations, procedures,
and practices rclated to employee wages, wage deductions, benefits,
and worlking conditions

Performance Objective: 5.2.1 Give evidence of knowledge and
understanding of the rules, regulations, procedures, and practices
that are important to employces.

IIOTE T0 THE STUDENT

By the time you have completed this LAP you will be able
to:

1. Identify rules, regulations, policies, employee
benefits, vorking conditions, and miscellaneous
employment practices that are important to employees.

RATIONLLY
This LAP will help you identify some of the major rules,
reg:lations, policies, and procedures that are important

to yonr selected carcer,

DIRLCTIONS

In this LAP yor will identify and classily the major
rules, rcgulations, policies, and procedures important
to cmployees and to yon in your future career by

completing the Employee Information and Orientation

ljorizshect contained in this LAP.




PR&E-TEST

Identify fifteen (15) rules, regulations, policies, and procedures
that are imporiont to employees.

n.




Pre-Test (Cont'd)

2, C(Clossify the above into the group or agency who authorized them.,

MHPLOYZR STATE YEDERAL

W
.

insvier with o "Comment" why ench of the items in Question ;71 are
inrert~nt to you in your future carcer.

/ Z,

d.

c.

- 369




Pre-Test (Cont'd)

ERIC

Aruitoxt provided by Eic:

T,

h,

1.

Tdentify five (5) mrjor rules, regulntions, policies, and
procedures thet are »:niare to your future carcer,

Do




Pro-fest (Cont'd)

d.

Svalnative Sriteris:  Sirdent must respond to three (3) of the
above qestions to the satisfreotion of his
Coordinztor., If he cnnnot, he shonld
~oupletc this LAP.

e d




PRE-TEST (Scoring Key)

1. insuers vary. (Refer to Resourse List, page 9, for sample
responscs)

IS
\
.

. Ansvers vary. (Refer %o Resource List, puge 9, for sample
responses)

5. Individv2l's recponse
A. Individnal's response
o Zvaluvative Criterin: Stindent must respond to 211 four (4)

. ericstions to the satisfaction of his
Coordinator. If he 2~nnot, he should

h g

zomplete this L7,

O

ERIC -6-

Aruitoxt provided by Eic:

o
Y
N




Q

ERIC

Aruitoxt provided by Eic:

Ilote to Ztudent: et

sampuTm
TIVITY 1

. nTYrTres

..4-.‘.»,..-& A

(Cptionzl)

SARIIHG ACTIVITIES .MI'D RFESOURCES

ivities ;1, /2, and '35 arc rcauired. Activity
+4 ic optionul if the stvdent is considering another
vocational ficld.

Jnder the zeterorics found en the Cmployee Infornation
and Oricnv~tion ‘lorksheet, puge 8, list specifie rules,

“C'*l‘ulong, prozedures, snd practices that are important
to cnulorece. (Use Resourcze List, page 9.

™n the =3lvmns titled "Dnmplorer® - "3Siato" - znd
“rrder-l" ol the Zmployec Inform:tion and Cricntation

vorichset, »uze 3, merl wn (1) in the ~pproprinte

+ol:mn for creh dten o hrve listed who anthorized
thnt porticular rmile, re;mlation, or practice,

”

In "Jomments” sceotion of the mployece informction ~nd
Cricnt: tion ‘orxsheet, pope &, indiente the imporiance

ol cnzh iten to LlplO"CCu.

A

{hoose - ~nreer different from your owm present anreer
ovjestive, Compleic rnother EZmployce Information and
Orientntion oriishect for this 2nrecer. Compare tho
rvles, regiletions, Tolisy wnd prorcdures that apply
to eazh., List on the lines belnw, those items whirh
~re nnisve to your ~hosen rrrecr,

2
ol
1
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Aruitoxt provided by Eic:

E




ERIC

Aruitoxt provided by Eic:

ES

QURCE LIST

Absences

fdeovate Lighting

Advenecnent

Tonds

Child Labor Lews

{ounseling

Sredit “mions

fmmloyer Nnles nnd Regilations
Vol Pay Lot

Twnlroation Frocedires

Dedersl Yege Gornishnent Law

*ood

enlth
Tognitalization
Tiepnl lolidays
llisnelloncous

Fayroll Teriods

Pensions and Retirement
Profit Sharing
Publizations
lecreation and Clubs
Resources and Awvards
Safety

Safety Glasses
Security

Shopping

Sizk Leave

Siclmess ~nd ficcident
Sociecl Tecurity
Standerds of Jonduct
Time Records
Zransportation
Vacations
lithholding Taxes

Vorkmens Compensa.tion
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Identify fifteen (15) rules, regulations, policies snd procedures

POST-TEST

thot arec important to employees,

D,

de

h.

=10-

16




Fost-Tost (Cont'd)

2 L
z{'
e
1
<
Q
ERIC

Aruitoxt provided by Eic:

Classify the cbove into the group or agency who arthorized them,

ZMPLOVER STATE PSDERAL

Angsver with n "Comment" why each of the items in Question #1 arc
inportsnt to you in your future career, :

HON

b.

a.

c.
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p oy

1

ERIC

Aruitoxt provided by Eic:

-—

rost-Test (Cont'a)

T,

C'

h . n

i.

-
de @

1,

0.

Identify five (5} major rules, regulations, polieics, ond
proccdnres thnt arce vnigue to your futnre career.

a.

b,

Ce
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Post-Test (tont'a)
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POST-TEST (Scoring Key)

1. Answers vory (Refer .to Resource List, poge 9, for sample
responses)

2, MAnswers vary, (Refer to Nesource List, puge 9, for sample
responses )

5. Individval's response

4. Indéividual's responsc

Bvaluative Oriterin: Studont should obtain approval.of
sponsor and/or coordinator that his
Snployec Information and Orientation
Workshecet is complete,

-4 320




Aruitoxt provided by Eic:

ERIC

I-DEAS

Contact the Deportment of Human Resources. Development for
additional information on employce rules, regulotions, policies,
and pro~cdurcs and writc a2 one-page critique on this information.

Intervicw two (2) personnel monagers and write a two-page review
of their comaments regarding their componies' rules and regulations.

-15-



LAP Prepared By: D. Gene Davis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Vork Experience Education: VOCATIONAL

Program Goal: 5.2 Understand the rules, regulations, procedures,
and practices related to employee wages, wage deductions, benefits,
and workiung counditions

Performance Ohjective: 65.2.2 Apply what you have learned under
Performance Objertive 5.2.1 to your selected career and your
future career plans.

NOTE TC THE STUDENT

Upon completion of this LAT you will be able to:

1. TIdentify rules, regulations, policies, and proccdures
important to employees on your current career assign-
ment, '

List five (5) rules and regulations that will probably
apply to your fuvture career plans.

Identify information regarding your present career
station employer.

RATIONALE

This LAP will assist you in finding additional rules,
regulations, policies, and procedures that you did not
identify on your original list in LAP 5.2.1 and that will
probably apply to your current career station.

DIRECTIONS

In this LAP you nre to review, discuss, and obtain approvil
from your sponsor and coordinator of the Employee
Information and Orientation Form completed in LAP 5.2.1

and record additional rules and regulations that were not
on your original form that apply to your current and future
career plans. You will identify information on your current
work experience employer.

A2



FRE-TEST

Identify six (6) additional rules, regulations, policies,
and procedures that are important in the career station
you now hold.

a.

e,

Identify ten (10) rules, regulations, policies, and procedures
that arc important to employees that will apply to your future
sarcer planu. '

L,

b,




h.

jl




PRE-TEST (Scoring Key)

¢ y

Answers vary. (Refer to Resource List, pnge 8, for sample ‘
responscs. ) |
1

2. ‘lnswers vary. (Refer to Resource List, page 8, for sample
responses,

Evaluative Criteria: If student cannot respond :o the above
tvo (2) items to the satisfaction of
his coordinator, he should completec
this LAP,




ACTIVITY

ACTIVITY #2

ACTIVITY

ACTIVITY

ACTIVITY

il

k2

#4

5

Vorksheet rompleted in Vocational LAP 5.2.1 to

LEARNING ACTIVITIES AND RESOURCES

Fresent your Employee Information and Orientation

your employer, sponsor, and/or roordinator for
reviev and comment. Place an (X) in the Carcer
Station column for each item that applies to
your current employment.,

Add any items suggested that pertain to your present
employer's operations which were not on your Employee
Informution and Orientation Form in Vocational LAF

5.2.1.

From the five (5) categories, place an (x) in the
colvmn marked "Future Career Plans" on the Fmployce
Information and Orientation Form those items that

you believe will apply to your selected career.

Present your completed Employce Information and
Orientation Worksheet to your coordinator and

sponsor for review. FEave both sign upon their
apprroval,

With assistance of your employer sponsor, complete
the Employer Information Form on page 7.

3<6
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EMPLOYER IIFORMATIOH

FORM

Cfficial company name:

When ecstablished?

Who established zompany?

there originally cstablished?

Vhat are its major products or services?

[Tumber of employees:

SJurber of Tranches:

Compuny's future plans:




O

ERIC

Aruitoxt provided by Eic:

RESOURCE

Absences

Adequate Lighting
Advancenent

Bonds

Child Labor Laws
Counseling

{redit Unions

Enployer Rules nnd fermilations

Bauiil Pay ant
Zvnluniion rroccdures

vy, e

cdéeral VUsge Gornishment Law

Yood

Fenlth
Hospitalization
Legal Hcliduys
ltiscellaneous

Payroll Yeriods

Pensions and Retirement
Profit Sharing
Publications
Reerention and Clube
Resources and fwvards
Safety

Safety Glusscs
Serurity

Shonping

Sick Lenve

Sizkness and lesidoent
Socinl Ieevrity

Standards of' Ceonduct

Yithholdings Taxes

Vorkmnne Compens-tion

329




1. Identify six (6) additional rules, regwlations, policies, and
procedures that are important to the career station you now hold.-

a,

f.

A

. Identify ten (10) rules, regulstions, policies, and proceaures
that arc importnnt to employees thal will apply to your future
career plans,

C.




3. Have your sponsor and coordinator approve and sign your
completed mployee Information and Orientation Form.

at

331
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POST-TEST (Scoring Key)

1. Answers vary. (Refer to Resource List, page &, for sample
responscs)

2. Ansvers vary. (Refer to Resource List, page g, for sample
responses

5. Signatures of sponsor and coordinator required,

Evaluative Criteria: Student should obtain signatures
of sponsor and/or coordinator that
his Employee Information and
Oricentation Vorksheet is complete.

i

O

ERIC

=11~
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I-DEAS

A. Write to three (3) governmental agencies and obtain a copy
of their Employee Handbooks.

Critique the three (3) above Employee Handbooks as they
compare to your present Employer's Handbook if one exists,
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‘ LAP Prepared By: Norvin R. Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Educations VOCATIONAL

Program Goals 5.2 Understand the rules, regulations, procedures
and practices related to employee wages, wage deductions,
benefits and working conditions.

Performance Objectives 5.2.2 Apply what you have learned under
Performance Objective 5.2.1 to your selected career and
future career plans.

HOTE TO0 THE STUDENT

The LAP will provide an opportunity to investigate a few
of the fringe benefits that are required or are available
for employees. Some of them pertain to your health and
welfare, others are plans for saving part of your earnings

for use at some future time.

RATIONALE

Many employees do not thoroughly understand why there are
always deductions made from their earnings. This activity
will help the student to understand how some of these
deductions come back to the employee in ths form of savings

and other benefits.




?j

WORK EXPERIENCE EDUCATION -- CONTINUED

DIRECTTONS

A1l of the activities require you to obtain practical
information in your community that pertains to employee
benefits.,

(Notes It ma.y‘ not be practical for Work Experience
Education enrollees to visit the Department of Human
Resources Development, a credit union and the Social
Security Administration. If this is true, then it is
suggested that the W.E.E. Coordinator bring a representa~

tives of these organizations as guest speakers.)




FRINGE BENEFITS

(On the spot Investigations)

You will now have an opportunity to gain additional information about
fringe benefits. First hand experience is an excellent teacher. In
this activity you will be expected to become better acquainted with
your community by visiting some of the agencies that will have an

important influence on your working years and during retirement thereafter.

PRE-TEST INSTRUCTIONS
On the following two pages you will find a Pre-Test éonsisting of
20 True-False questions. You will nee& to answer 17 correctly as
checked against the Key on page & of this LAP to enable you to skip this

assignment and go on to the next Learning Activity Package.

However, this unit will be so interesting and meaningful that you

may want to complete the activities whether you score the required

17 out of 20 or not. This LAP should be one of the most practical
activities you will have during the course this year. Certainly

you will have a much better understanding of the "whys and wherefores"

of payroll deductions and other fringe benefits.

Turn to the Pre-Test and provide the answers. Next you may check
your answers against the Key which is page 6 of the LAP, If you

don't get 17 out of 20 correct, you should turn to page 7 and start

the assignments.,

If you do get the required number correct, at least look through the
assignments. You may find you would like to complete this activity

anyway.
GOOD LUCK !

_3_




PRE-TEST

Name Date

The following True-False questions pertain to fringe benefits that
are provided or are available for employees. You should be able

to answer 17 of 20 correct. (Mark your answers (+) for True and
(0) for False).

1. Credit unions are required to keep their excess money in banks.

2+ All aspects of management, operation and policies of credit
unions are determined by the members of the orgainzation.

3+ Even though a credit union does business, it does not at
any time, show a profit. ~

4. The Board of Directors of a credit union has the power to
approve or disapprove loans to nonmembers.

5+ A member of a credit union may have a joint account in the
union with his wife.

6. The Board of Directors of a credit union are voted into
the position by the general membership.

7+ Unemployment Compensation claims for benefits are accepted
only during periods of high unemployment.

8. If you apply for unemployment compensation and there is a
Job opening for which you qualify, you may be sent to an
employer for a job interview.

9. Departments of Human Resource Development do not place
minors on jobs.,

10. HRD makes special efforts to assist persons who are
physically or mentally handicapped to find employment.
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14,

15.

16,

17.

19.

20,

PRE-TEST == CONTINUED
Disadvantaged persons are assisted by HRD and are referred
to jobs for which they are qualified.

A1l current earnings must be reported when a claim is
submitted for unemployment compensation.

If a person purposely makes a false statement or fails
to report an important fact on an unemployment claim, he
may be punished by either a fine or imprisonment or both.

Unemployment compensation is financed by employers through
a tax on payrolls.

Social security withholding payments are made only by
employerse.

Disability benefits under éocial security can begin soon

after the disability occurs, regardless of the age of the
person insured. :

Medical attention provided by your personal medical doctor
is not an allowable cost under Workmen's Compensation
benefits.

An application for Workmen's Compensation benefits can
be filed anytime up to 2 years from the date of the injury.

Employers who do not carry insurance for Workmen's

Compensation may be penalized for not carrying this type
of insurance.

Under certain circumstances an employee may receive a
permanent disability rating under Workmen's Compensation
and could receive a pension for the remainder of his life.

Turn to the Pre-Test Key on the following page and use the key to
determine if you provided at least 17 out of 20 correct answers. If
you did, you may return this LAP to your Work Experience Education
Coordinator and obtain another. If you didn't get 17 correct, tum
to page 7 and continue by reading the instructions found on that page.
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1.
2,
3.
b,
5
6.
7.
8,
9.
10,

PRE-TEST KEY

11.
12,
13.
14,
15.
16.
17.
18,

19.
20,




& FRINGE BENEFITS -- Introduction

You will be requested to write a short report on each of the areas covered
in this LAP, Detailed instructions for each will be provided.

The experiences provided in this package will help you acquire a
practical understanding of employee fringe benefits that are generally
taken for granted.

Most workers just accept these benefits, but do not investigate them in
detall until the benefit is needed or otherwise used by the worker.

This LAP will provide an opportunity for you to investigate four (&)
aspects of employment that are considered fringe benefits. Some
fringe benefits are financed jointly by the employer and the employee,

some by the employer alone and some benefits are paid wholely by the

employee,

As you complete your short reports, please retain them to be handed

in with the completed LAP pages, with instructions and outline subject
headings provided,




FRINGE BENEFITS -- An Investigative Report

This LAP will provide an opportunity for you to acquire a practical
understanding of employee benefits that are generally taken for
grantede Most workers just accept these fringe benefits, but do

not investigate them in detail until the benefit is needed or otherwise
used.

This LAP consists of four (4) activities which involve your writing a
report for each activity, Instructions will be given later on how
- to organize and write the reports.

The following general areas will be covered by this package of in-
struction.

1, Unemployment Insurance

2, Worlmen's Compensation Insurance
3« Credit Unions

b, Social Security

It will not be necessary to take this LAP apart to complete it,

Pages with ample space provided are included where you may complete
your assignments,

This activity provides an opportunity for you to become better
acquainted with agencies in the community that have a direct
relationship with you as a result of your being employed. This

will be one of your more interesting experiences in Work Experience
Education during the school year.

%)
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UNEMPLOYMENT INSURANCE

' Department of Human Resources Development

Visit your local office of HRDs Report to the Unemployment
Insurance Section and request a counseling interview with an

Employment Counselor.

Ask for detailed information related tothe completion of an
application for unemployment compensation and prectices relating to

how compensation is received upon approval of a claim.

While visiting this department request information pertaining to
the functions of the whole department and their responsibilities

that are carried out as a state agency.

You will discover the HRD department has many responsibilities that
relate to the labor market and labor market information.

ASSIGNMENT

On the following page you are asked to write a report of your experiences
with HRD. To assist you in this assignment four (4) questions are
provided on the following page. Answer these questions in your own
words. This experience will assist you to remember the role played

by HRD, as well as provide an introduction to this agency in case

their services are needed by you at a future time. )




1.

2,

3

b,

UES TTONS CONCERNING HRD

What services are provided for a person seeking employment?

Who is not covered by the unemployment compensation program of HRD?

How 1s unemployment insurance compensation financed?

How can HRD assist you to determine what type of job you are
best suited for?

~10-
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WORKMEN'S COMPENSATION

Ask your employer what his Workmen's Compensation Insurance rate is
for three different job classifications, including your assignment.
List these classifications with their corresponding rates. Your

employer should be able to explain the reasons for any variations that

exist in rates for different job classifications. (List classification
and rates at bottom of page).

Utilize the enclosed form, Supervisor's Report of Accident, on page 12
to role play reporting an accident. Assume Yyou are a department
supervisor., One of your classmates is role playing that he has been
injured on the job while a member of your department. Complete the

Supervisor's Report of Accident,

Now, role play another aspect of accident reporting. You are the

day-shift foreman. You have received the Supervisor's Report of Accident
completed in the previous paragraph.,

Use the Employer's Report of Industrial Injury on page 13 to gather
the information necessary to report the accident to the State
Compensation Insurance Fund. Since this is a hypothetical situation
you will need to obtain additional information from your classmate

that would nomally be available from the personnel department of the
firm where you are employed.

This form is normally completed and submitted in duplicate to the

State Compensation Insurance Fund within 2% hours of the time the
accident occurred.

ASSIGNMENT

Answer the four (4) questions on page 14 to illustrate what you learned
about Workmen's Compensation rates as a result of this assignment.

Complete the two official state forms, Supervisor's Report of Accident
and Emplover's Report of Industrial Injury. Retain these completed

forms in your LAP. This experience should also make you more conscious
of accidents and their causes.

AFTER THOUGHT: Let's hope you will not £ill out any more reports; for
real that is, and that none will ever be filled out for you.

1. Classification Rate
2. Classification Rate
3+« Classification Rate
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Aruitoxt provided by Eic:

ORIGINAL—MAIN OFPICE COPY

SUPERVISOR'S REPORT OF ACCIDENT

Employer

Name of Injured

Age. . ... .. Marmied. .. ... .. .. Occupation.
Dato of Accident . B [
Nature of Injury...... . oo i

Who gave first aid, it any? ... . ..

Name and addreas of physician

Diel injurer] laave work? . Date
Die} injuted saturn 1o work? . . Dale
Was injured acting in reqgular line of duty? . .
Namos of Witnesses. ... ....cce.. oo .

Where and how did accident occur?.........

Hour

Whut stops have Luon taken to prevent a similur occidont?

* Suporvisor's Signature

STATE COMPENSATION INSURANCE FUND
525 GOLDEN GATE AVENUE
8an Francisco 2, Calif.

FORM 78

12213 t.00 yam Yair ® sro




STATE COMPENSATION T Upo Bk 100 Telephone: (209) 4664242

INSURANCE FUND Stockton, California 95201 1401 North Hunter Street

This form of report is requried by the Deporiment of Industriol Relotions, Division of Llobor Siofislics and Rescorch. Send in DUPLICATE 1o STATE COMPENSATION
INSURAMCE FUND who will report to the Division for you. Moke ond retoin o copy lor your file.

FATAL or SERIOUS injuries must be reported IMMEDIATELY by telephone or telegroph ond on this form in DUPLICATE 1o the STATE COMPENSATION INSURANCE
FUND, who will report 1o the Division of Lobor Stolistics ond Rescorch os required of you by low.

EMPLOYER’S REPORT STATE OF CALIFORNIA Every question must he snswered |

fully 10 nvoidnhulher correspond- :

OF DEPARTMENT OF INDUSTRIAL RELATIONS I DEMEAROR SU S |

EM l |
INDUSTRIAL INJURY  DIVISION OF LABOR STATISTICS AND RESEARCH | {Lshor Code becvne a0raits: |
EMPLOYER

DO NOT WRITE
S ol) eame of Mol ipatity

ot Politioal Seludlsiabn) D'V|Sl°N IN THIS COLUMN
1. Name . Case No.

(What slepartment ciployed ured. ghve teadte.
such an ol Disteht Noo ), Siieeif?. flarage, elr ¢

2, Office address ‘i : WUE O e (Tel. Nod) o it e,

h Employer No.
3. T what fund an auditor's Books were nired s Wiges CRarted o o e eee oo et e

INJURED EMPLOYEE
. Industey
4. Name.... . . Fira Name . . ) e e
5. Addrew '.L\-'.'.'n-'u"-" . e
6. Age. . 7.8¢x: Check (V) Male.............. Female............. 8.Check (V) Married

3% .. tour. Day.
9. Warked. . houre per day for ;t_‘m-u'p‘. . ..days per week. 10, Rate of pay when injured $ per \\":e'!'tlfr.\lo:t’m

Age

13, 1 brard, leding. or other advantages furnished in addition to wagees, grive etimated value $ per week. Sex ';d Mavital
ACCIDENT o

(N0, uml Hity or
12, Plice of acerdent  Ripeet) oo ereeirrioniiseoriceerenees reveeeneee TAWA) C e et TEIALY Y oo e e et e eeesentneens
1Vex nr

13. On empluyer’s premises sy oo oo e 14 Departmento.o

15. Date of accident.......... .. ... 16, Huur of day.... ... .AM/PM. 17. Did injury result in disability beyond day of
acvident "Na™ . 18 If yes, give date last worked . 19. Was injured paid in full for o
this dav? "' 20. If injured in a mine, check ( V) accident location: Surface...... . Mill Underground........ Shaft

CAUSE OF ACCIDENT

21, Ocenpation (1ob title) e 22. How lung employed by you at this Aceidea Datr
avanpatien” Check (V) Lees than 6 manths

23. What was cinployee doing when
N eeribie beiefly. wedi as fomting trirk, opeeatinge
acodent noenrred MEHL 100000, SHGA I Dt WATKINE B0 ST BES, PEE Doeeii it o oiis et oot o oeeeeeeee s e eteesseeese e e eeeeeraeeeeseaae e oo

Reekly- Waze

Tecuperion

s heertdee fully orgting whirthire the verenn o1l wae atrin k. otr 2 grlve al)
24, 1low dd the o adent happen fartats conteltonttng to aesblent e athiet abde of regort for addional ware) ..

Accidem Type

Agency

. . Name 1 Wb, Lol ap )
25, Whit ma hine, tond subtune e or ohjeet was most cdosely amnested with the acadent? ™ '.'-';:.":.’.:.‘::.{“:;.-'I,"unlu;:'.-.u'u' vianee

. . T o e o Agency Port
Miwte 41 )
26. I sies hamical apparatus oe vehacde, what part of ? Nm'm'.n:.',-.';é ')“"”' . .. e .

1Yeaur . . .
27. Were wrchinial guards, or aother wfeguards pronded? ‘,\":\I' 28. Was injured using thcm?"_\?.':."r...... Lo
. . . FROALP the aperi@e ecsentiie menantes that can be taken by smplover an-d wirbere Mech. Defect
29. What do you recommend for preventing this type of accident? Fhs 1 vay, Ry DA tte. careul - Spas 1y what shoubt or soutd met e dove- 3

NATURE OF INJURY AND PART OF BODY AFFECTED

SHieseribe Juqebalt the satore uf e tnfoies aml the purt of the Ioly affectesd For etample : ampuistin
30, of riedt Wnden Nicer at seomul Jobut, feneture of ribe, foud gadsonite. dermarttls of Ieft hand, o)

Unsefe. Ace

Personst Defect
31, Nume and addecss of physioan

32, N and addiese ul hoepitad

13. Hasemployee returncd to work? n_\f.:.' ' . 34, H yes. pive dafe . ... . o sture ol Injuey
316, Dulaujiny resalt an death? "_\7.:,"'. . 37. 1 yes. guve date

$H. T case oo death, give name and addres of neaest relative

L.ocation

30, O reverse side, Bist nanes wnd addiesoes of witnesses

) . M comtra K '
40. Clieek (V) whethee mpured wasin yorn duect emplioy § ] or emplayed by conteactor ] a ';‘.-’ﬁ.'l'-'.:.-'nll‘.:..'.‘.'.'.‘::.'1 ::'.'ﬁ',"'"'"' T FrentolTniorr
41, Wasnpured aotg m caese of employment? ™ .42, Last date for whael imgured was pnd

.. 11 voeo, @10P 60 teieter aide Wi rame
43, Date yor were informed of ingary 44. Was anather person resprnsihle? 50 addreed, S0 cartier, names and

© N sbltranea 0l withesors, an detatis

Tasurance Cartier

USE REVERSE SIDE FOR Signed by . e e e e
et Muet e 8lencd In ok by anc Authinrized e
FURTHER PARTICULARS
Title.... . e . Date

E - PLEASE REPORT ALL INJURIES [no matter how Irivial) WITHIN 24 HOURS. BENEFITS CANNOT BE PAID WITHOUT THIS REPORT.
SCIF TGUM A7 IPNALIC AGE NG YU IRFY & 4,9} DO NOT WAIT FORDOCTOR'S REPORTY 13

FILING OF THIS REPORT IS NOT AN ADMISSION OF LIABILITY

Report Lag

Coded by




QUESTIONS PERTAINING TO WORKMEN'S COMPENSATION

1. Why do Workmen's Compensation Insurance rates vary from one job
classification to another?

2. List three situations which may result in an employer being
penalized as a result of an injury on the job.

1.
2,

o 3.

3. What procedure is used to file a claim for compensation under
Workmen's Compensation Insurance?

L4, How is the doctor selected for an injured employee to be sent to?
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CREDIT UNMIONS

Ask your employer if the services of a credit union are available to

his employees.

If the firm where you are employed does have a credit union, make
arrangements to visit the credit union office to gather as much

information as possible concerning their services.

If your employer is not associated with a credit union, you are
requested to seek out a credit union and obtain the information
called for on the next page. All credit unions are anxious to promote

their cause.

Discuss with your employer the possibility of his firm becoming

associated with a credit union. DMany credit unions are very broad
in scope as to who is eligible for membership. Others are wholely
within one company or organization. Some credit unions operate on

an area basiss For those so organized, anyone living in the area

served by the credit union is eligible to join.




ASSIGNMENT

Compare the total cost of borrowing $500 from the Credit Union to
borrowing the same amount from an independent loan company. List
the costs on the budget spaces below by placing the credit union
cost on the right and the independent loan company costs on the
lefte Also list on the following page any fringe benefits provided
by these sources of funds when you borrow money.

Assume a purchase of an automobile for $750. You have saved $200 that
you will use as a down payment.

Loan Company Costs Credit Union Costs
Principle borrowed $500,00 Principle borrowed $500,00
Interest charged to Interest charged to
pay back $500 loan pay back $500 loan
in 24 equal payments in 24 equal pay-

ments
Cost to write the
contract Cost to write the
contract
Total amount to vay
the Loan Company Total amount to pay
(Add above figures the Credit Union
together) (A1l above figures

together)



1.

2.

QUESTIONS CONCERNING CREDIT UNIONS

Did it cost more or less for you to pay for your car when
you used the private loan company?

(Circle correct answer) More Less
Total cost to borrow from a loan company $
Total cost to borrow from a credit union $

List up to four of the fringe benefits provided to persons who
borrow money by each of these lending agencies.

Loan Company Credit Union
1. 1.
2, 2.
3. 3.
b, 4,
=17~




SOCIAL SECURITY ADMINISTRATION

This agency is a Federal Agency and is responsible for administering
the program entitle 0.A.S.D.I. as well as a retirement system.
This abbreviation stands for 0ld Age Survivors Disability Insurance.

ASSIGNMENT #1

You are required to visit the local office of the Social Security
Administration. Ask an interviewer to discuss the benefits of this
program as they pertain to RETIREMENT and DISABILITY INSURANCE.
Write a brief report of the information you have gained in the
indicated areas below:

1l. RETIREMENT:

2. DISAERILITY INSURANCEs




ASSIGNMENT #2

Write your Social Security number in the following spaces.

Now, examine your last check record that was attached to your pay
checke Check the figures on the record to determine if any
money was withheld from your earmings.

If no deductions are being made from your earnings, you must ask

your sponsor why there is no deduction for Social Security.
Write his answer in the space below.

No pay is withheld for Social Security because:




ASSIGNMENT #3

If there are deductions being made from your earnings, you are
required to itemize them in the spaces below.,

Your sponsor will be glad to discuss this subject with you.

Deductions From Earnings




EUST TEST INSTRUCTIONS

You are now ready to take the POST TEST of this Learning Activity
Package. This test is a True-False activity. You are to mark
True answers with a "+ and False answers with an "0". You must

mark at least 17 of the 20 questions correctly in
order to pass this test.

After you have taken the test, turn to the Test Key on page 24
and check your answers. Correct any mistakes you have made on
your test answers.

This LAP has now been completede Please assemble all pages of
the activity into correct numerical order and rsturn to your
Work Experience Education Coordinator.

-21-

354




Name

POST TEST

Date

The following True-False questions pertain to fringe benefits that
are provided or available for employees. You should be able to

answer 17 of 20 correct. (Mark your answers (+) for True and(0)
for False).

1.

2,

10,

Credit unions are required to keep their excess money in banks.

A1l aspects of management, operation and policies of credit
unions are determined by the members of the organization.

Even though a credit union does business it does not, at
any time, show a profit.

The Roard of Directors of a credit union has the power to
approve or disapprove loans to nonmembers.

A member of a credit union may have a joint account in the
union with his wife.

The Board of Directors of a credit union are voted into
the position by the general membershop.

Unemployment Compensation claims for benefits are accepted
only during periods of high unemployment.,

If you apply for unemployment compensation and there is a
Jjob opening for which you qualify, you may be sent to an
employer for a job interview.

Departments of Human Resource Development do not place
minors on jobs,

HRD makes special efforts to assist persons who are physically
or mentally handicapped to find employment.

22~
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@ POST TEST -~ CONTINUED

1l. Disadvantaged persons are assisted by HRD and are referred
to jobs for which they are qualified.

12, All current earnings must be reported when a claim is
sutmitted for unemployment compensation.

13, If a person purposely makes a false statement or fails
to report an important fact on an unemployment claim, he
may be punished by either a fine or imprisornment or both,

14, Unemployment compensation is financed by employers through
a tax on payrolls,

15. Social security withholding payments are made only by
employers.

16, Disability benefits under social security can begin soon
after the disability occurs, regardless of the age of the
person insured.

7+ Medical attention provided by your personal medical doctor
.. is not an allowable cost under Workmen's Compensation
benefits.

18, An application for Workmen's Compensation benefits can be
filed anytime up to 2 years from the date of the injury.

19, Employers who do not carry insurance for Workmen's Compensation
may be penalized for not carrying this type of insurance.

20, Under certain circumstances, an employee may recieve =z
permanent disability rating under Workmen's Compensation
and could receive a pension for the remainder of his life.




1.
2,
3
b,
5.
6.
7
8.
9.

POST TEST KEY

11.
12.
13.
14,
15,
16.
17.
18,
19.
20,




LAP Prepared By: D. Gene Davis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Pype of Vork Experience Education: VOCATIONAL

Program Goal: 5.3 Assume adult roles and responsibilities in
a selected career

Performance Objective: 5.,3.1 After assuming an adult role in
your selected career, list those responsibilities which are
required for your successful performance at your job station.
List responsibilities which are new to you and relate how your
own personal experiences can reinforce job responsibilities to
insure success at work.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

l. Identify and define at least ten (10) responsibilities
that are important to you in your current job station,

selected career, and in your related vocational classes.

2. Identify strengths and weaknesses in each of these
responsibilities.

5. Develop a personal improvement plan for yourself in
the erea of the responsibilities that possess wesknesses.

RATIOHALE

This LAP will assist you to analyze your personal responsi-
bilities to relate them to your present vocational prepa-
ration, your current job station, and to your selected
career; and to examine ways to strengthen the personal
responsibilities that are important to success in your
current and future education and career plans.

DIRECTIONS

In this LAP you will identify and define at least ten (10)
personal responsibilities that are important to success in
your current work experience job station, your related
vocational class, and in your selected career; analyze
your personal strengths and weaknesses in each of these
items; and prepare a plan for self-improvement.
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PRE-TEST

Identify ten (10) personal responsibilities that are necessary
for success in your selected career.

(a) (£)
(b) ()
(c) ()
(a) | (1)
(e) (3)

How would you relate the above personal responsibilities to your
related vocational class and to your current job station in
terms of importance?

List your personal strengths and veaknesses related to your
ansvers in Pre-Test item #1.

Identify your personal improvement plan for strengthening these
responsibilities that you have identified as weaknesses.




Pre-Test (continued)

5. Identify five (5) personal responsibilities that an employee
ﬁ should possess in order to be considered for promotion,

(a)

(v)

(e)

(d)

(e)




PRE-TEST (Scoring Key)

Answers will vary.

Sample: Properly groomed
Neat
Loyal
Etc. (See rating sheet - others may be accepted,
pages 7 and 8)

Student will describe the personal responsibilities necessary
for success in his vocational class and his current job station,

Ansver will vary according to student's response to Pre-Test
question #1.

Student should identify his personal improvement plan.

Ansvers will vary.

Sample: Diplomatic
Take initiative
Etc, (See Taking Stock of Myself - page 9 —-
Others may be accepted,)

Evaluative Criteria: If student cannot complete a2ll six (6)
items to the satisfaction of his
Coordinator, he should complete this LAP.




ACTIVITY #1.

ACTIVITY #2.

ACTIVITY #3.

LEARNING ACTIVITIES AND RESOURCES

An employer often says that personal responsibilities
are the most important for job success and being
promoted in his business. These items include both
mental and physical responsibilities. Many of these
responsibilities are thought of as habits vhich we have
that we do not even think about as we go about our daily
lives. They are difficvlt to teach to someone, and are
often harder to learn. The PERSONAL RESPONSIBILITIES
FORM lists some of these important attitudes, feelings,
values, habits, and qualities that are necessary for
success in employment and in successful career exper-
iences, On the blank lines, write a brief definition
for each of the items on the list. There are others
that you might want to add on the blank line.

The PERSONAL RESPONSIBILITIES FORM (pages 7 and 8)
has three (3) columns marked "Vocational Class,"
"Current Job Station,” and "Selected Career."
Using an (X) mark, indicate each of those items on
the 1list that you feel is important to satisfactory
performance in your related vocational class at
school. You may leave out any itcms that you do not
feel are important,

In the columns marked "Current Job Station" and

"Selected Career,” mark each of the items that you
feel are important for success of these experiences.

.

The form titled TAKING STOCK OF MYSELF (page 9)

is to be used to help you analyze yourself as you
think your current sponsor sees you. Using the
personal definitions that you developed for each of
the words and phrases in Activity {1, rate yourself
as you now are in each of the areas by circling one
number for each item on the list.




ACTIVITY #4.

ACTIVITY J¥5,

For each of the items that You have rated yourself
with a "4" or "5," prepare a brief statement on

how you can improve yourself on the form titled
PLAN FOR TMPROVEMENT, PAGE 10.

isk your sponsor to review your personal ratings

and discuss any differences in opinion with you.

Change the ratings according to your agreement,

Go over your PLAN FOR INPROVEMENY with the supervisor
and have the forms signed by your vocational instructor,
sponsor, and VWork Experience Education Coordinator.
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»

PERSONAL RESPONSIBILITIES FORM

Physical and Appearance

Properly groomed

CURRENT
VOCATIONAL JOB SELECTED
CLASS STATION CAREER
(x) (x) (x)

Neat

Clean

Pleasant Voice

Dress Appropriately

Generally Healthy

dttitudes and Feelings

Cheerful

Cooperative

Determined

Diplomatiec

Enthusiastic

Loyal

Optimistic

Patient

Poised

Resourceful

Sensitive

Sincere




PERSONAL RESPONSIBILITIES FORM

CURRENT
VOCATIONAL JOB SELECTED
CLASS STATION CAREER
Misccllaneous Quelities (x) (x) (x)

Take initiative

Show leadecrship potential

Comply with rules & regulations

Have regular attendance habits

Follovw directions

Concentrate on the job

Do work thoroughly

Can be rclied upon

Remember well

Am on time

Am honest

Demonstrate respect for others

Tolerant of others

Have high accuracy standards__

Vlork with good speed

Complete assigned tasks
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TAKTNG STOCK OF MYSELF

NAME DATE
MNeed
, Excellent | Satisfactory | Improvement
‘@ Physical and Appearance
I am:
Properly groomed 1 2 3 4 5
Neat 1 2 3 4 5
Clean 1 2 p] 4 5
Pleasant voice 1 2 3 4 5
Dress approprintely 1 2 3 4 5
‘Cenerally healthy 1 2 3 4 5
Attitudes and Feeclings
I am:
Checrful 1 2 3 4 5
Cooperative 1 2 3 4 2
Determined 1 Z 3 4 5
Diplonatic 1 2 5 4 5
Enthusiastic 1 2 I 4 5
Loval 1 2 3 4 5
Optinistic 1 2 3 4 5
Patient 1 2 5 4 5
Poised 1 2 3 4 p)
Resourceful 1 2 3 4 5
sensitive 1 2 3 4 5
Sincere 1 2 3 4 5
. Miscellaneous Dualitices
: I
Take initiative 1 2 3 g 5
Show leadership potential 1 2 3 4 5
Comply with rules and regulations 1 2 3 4 5
Have re~ular octtendance hobits 1 2 5 4 5
Yollow dircctions 1 2 3 4 5
Concentrate on the job 1 2 5 4 5
Do worlk thorourhly 1 2 3 4 5
Can be relied upon 1 2 % 4 5
Remember vell 1 2 3 4 5
M on time 1 2 3 4 5
Am honest 1 2 3 4 5
Demonstrate resnect for others 1 2 3 4 5
Tolerant of othors 1 2 5 4 5
Have hirh necuracy standards 1 2 3 4 5
work with rood speed 1 2 5 4 5
Conpletc assisned tasks 1 2 3 4 5
Sponsor Vork Fxperience Coordinator
Vocational Instructor b




PLAN FOR IMPROVEMENT

NAME DATE

ITEM

Example: Promptness
Set personal clock 10 minutes zhead of actual time
Plan to arrive at 211 appointments 10 minutes early

ITEM

TTEH

TP

TTEH

SPOESOR COORDINATOR

=10-

VOCATIONAL IHSTRUCTOR
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POST-TEST

1. Identify ten (10) personal responsibilities that are necessary
for success in your selected carcer.

(a)

(v)

Howv would you relate the above personal responsibilities to your
related vocational class and to your current job station in terms
of importance?




4. Identify your personal improvement plan for strengthening these
responsibilities that you have identified as weaknesses.

5. Identify Tive (5) personal responsibilities that an employee
should possess in order to be considered for promotion.

(2)

(v)

(e)

12—
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2.

5.

POST-TEST (Scoring Key)

Ansvers will vary:

Sample: Properly groomed
Heat
Loyal
Etc. (See Rating Sheet - others may be accepted --
Pages 7 and 8)

Student will describe the person:zl responsibilities necessary
for success in his vocstional class 2nd his current job station.

Answer will vary according to student's response to Post-Test
question #1,

Student should identify his personal improvement plan,

Ansvers will vary:

Janmple: Diplomatic
Take initiative
Bte. (See Taking Stock of lyself - page 9--
others may be accepted)

“1%-




I-DEAS

On the lines below, list a maximum of ten (10) of the most desirable
traits or habits that you observe among your fellow employees who
work with you and around you at your place of employment. These
things may or may not be on the list of things in this LAP. Share
your list of observations with your vocational class instructor,
Vlork Zxperience Education Coordinator, and sponsor, and discuss

your findings with them.

(a)
(v)
(c)
(4)
(e)
(1)
(¢)
(h)
(i)

(3)

Got permission to interview the person in charge of personnel or
hirinz in the company for whom you work. Ask him the following
question: “What arc the five (5) most important characteristics
thot an cmployec should have in order to be considered for
promotion?" List your findings in the section below.
(a)
(v)
(c)
(a)

(e)




I-DEAS (Continued)

Comparc and contrast your personal carecr choice with another field

or zrca that is different from yours. Identify those adult roles

and responsibilities that are different from those you have identified
for your personal career objective used in this LAP.

Using the list of personal qualities on the PERSONAL RESPONSIBILITIES
ORH, list belov those qualities and responsibilities that are new

to you since becoming involved in the Vocational Vork Experience Progran,
Discuss the list with your Vocationcl Instructor and Vork Experience
Bducation Coordinztor.

Prepore o brief statcment on each of the above items that tells
how your personal job cxperiences con reinforce the responsi-
bilities necessary for success on the job.

-15-




LAP Prepared By: Norvin R. Spence

VWORK EXPERIENCE EDUCATION
LEARNTNG ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.3 Assume adult roles and responsibilities in a
selected career.

Performance Objective:s 5.3.1 After assuming an adult role in your
selected career, list those responsibilities which are required
for your successful performance at your Jjob station. List
responsibilities which are new to you and relate how your own
personal experiences can reinforce job responsibilities to
insure success at work.

NOTE TO THE STUDENT

This LAP will provide an opportunity for you to utilize
personal experiences you have had to help insure success

at responsibilities required on your job.

RATIONALE

An employee should always utilize any resources available
to him to assist him to carry out the requirements of his

career stations This LAP provides a practical opportunity
to do this by the application of personal experiences to

new experiences that are required on the jobs




WORK EXPERIENCE EDUCATION -- CONTINUED

DIRECTIONS

The student is asked to select job responsibilities that
apply and are part of his assignment at his career station.
He will be provided a table of Job Responsibilities with
the opportunity to select those that are applicable to his

Jjob situation and relate these to past experiences.




INTRODUCTION

Young workers in today's labor market will need to utilize every
technique at their disposal to compete with experienced workers
for opportunities to gain career on-the-job training.

Enrollees will be requested to ssume adult roles and measure up
to adult responsibilities in their chosen career area. This
necessitates the student’s acceptance of new challenges, the
assumption of new responsibilities and performance on-the-job
that will utilize all available experiences, past and present,
that the worker has in his possession.

The more closely past experiences can be made a contributing
factor to job success the greater the benefits that will accrue
in behalf of the young worker.

This LAP will provide an opportunity to gain or recall some
excellent ideas that will surely contribute to the young worker's
success on the Jjob.




PRE-TEST INSTRUCTIONS

The following 1list of job-related subjects pertain to Job
Responsibilities, Job Tasks and other Job-Related information.

The student is requested to read each of the 20 items and indicate
in the appropriate column whether or not the item is a Job
Responsibility. This assignment is carried out by placing a |/

in the YES column if it is a Job Responsibility and a v’
the NO column if it is not.

A passing grade on this test requires that 211 Job Responsibility
items be v~ checked in the YES column and those which are
not Job Responsibilities be 7~ in the NO column,

Upon completion of this Pre-Test, turn to the Pre-Test Key on
page _7_ and check your answers against the scoring key. If
you failed to properly mark all YES answers turmm to page _8
entitled Instructions and finish the LAP as directed. If you
marked the answers correctly, return this LAP to your Work
Experience Education Coordinator and obtain the next assignment.

Definition:

Job Responsibility is considered to be an attitude or
behavior of a worker toward his employer, other employees
and to the job itself. It does not necessarily relate to
Job skills or tasks carried out on the job. This term
refers more to those factors which are necessary and
contribute to success at the career station, not includ-
ing actually doing jobs.




ITtem Job Responsibility

YES NO

Check in to work on time.

Repair a special item for a customer.

Follow directions as given on how to
do a certain job.

Get along with customers even if you
don't personally agree with them.

Cooperate with co-workers, as well as
with your employer.

Don't stretch your coffee breaks.

Insure that the quality of your work
meets the employers standards,:

Develop the practice of being safety
conscious at all times.

Relate well with your job supervisor.

Complete assigned jobs on schedule,




PRE-TEST - CONTINUED

Item Job Responsibility

YES NO

11. Notify your sponsor well in advance if
you will unavoidably be late or absent.

12. Notify your sponsor well in advance if
you will be late or absent as a result
of a school activity.

13. Develop sufficient self-confidence to
perform job tasks with a minimum
e amount of supervision.

14, Go right to work as soon as you check

15. Volunteer to work on weekends to
provide an opportunity for regular
employees to have these days off.

16. Wear clothes to school that are suit-
able to wear on-the-job.

17. Don't skip from task to task before
completing each as directed.

18. Be able to accept constructive
criticism on the job.

19. Be able to perform jobs in several
departments after you have been
employed for some time.

Jobs,

20. Be able to work rapidly on certain L
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INSTRUCTIONS

On the following page is a table that pertains to JOB
RESPONSIBILITIES.

The purpose of this table is to provide an opportunity for you to
recall various responsibilities that are required on your job and
for you to determine which of them are new experiences for you.
This will enable you to identify the new responsibilities and
organize a plan for self-develoyment and improvement to utilize
these experiences to reinforce your success at work.

This assignment will be carried out as follows. You will find
four columnar headings:

(1) Job Responsibilities

(2) Required at My Job

(3) Required at My Job and a New Experience for Me
(4) Not Required at My Job

Under the heading, Job Responsibilities, read the first respon-
sibility entitled, Follow Instructions of my Supervisor. Decide,
as a result of your on-the~job experiences which column, (2), (3),
or (4), best fits this responsibility. Place a check in the
appropriate column opposite the statement.

Continue on through the twnety (20) Job Responsibilities. Upon
completion of this assignment, you will be able to see which
responsibilities are required of you, which gre required and also
are new to you, and which do not apply to your situation.




Job Responsibilities
(1)

Follow instructions of my supervisor.
Relate well with customers.

Must be dressed and groomed to employers
satisfaction.

Must cooperate with other employees.
Accept constructive criticism on the Job.
Be safety conscious at all times.

Complete assigned tasks before moving onto
another.

Quality of work must meet employers standards.
Complete assigned Jobs on schedule.

Follow directions.

Provide attention to small details of assigned
tasks.

Do not waste time.

Must comply with definite time periods for
breaks.

Must make sound judgments on the Job.
Report to work at employers designated time.
Correct mistakes rather than cover them.
Relate well with job supervisor.

Cooperate fully with employer or his representa-
tive.

Work under pressure when situation dictates.

Report to work on time.

Required at My Job

Required at My Job and 2
New Experience for Me

Not Required by Me at My




ASSTIGNMENT

By referring to the Table on page _9 , select up to five (5)
Job Responsibilities (Column 1) which are Required at My Job
and a New Experience for Me. (Column 3). Write these Job
Responsibilities in the spaces provided at the top of the
following page.

On the space remaining on the following page, discuss in your
own words how personal experiences you have had in the past
can function to reinforce your ability to measure up to new
responsibilities you are assuming on the job.

By utilizing this technique, typing past experiences to new
responsibilities, you should be able to more adequately, and
with a greater degree of success, meet your job requirements
with more skill and confidence.



g Five (5) Job Responsibilities Which Are Required

At My Job And Are New Experiences For Me

1.

2.

3.

5.

In the space below, discuss in your own words how you plan to
master these responsibilities even though they are new experiences
for you,




POST TeST INSTRUCTIONS

The following list of job-related subjects pertain to Job
Responsibilities, Job Tasks and other job-related information.

The student is requested to read each of the 10 items and
indicate in the appropriate column whether or not the item is

a Job Responsibility. This assignmment is carried out by placing
a ” in the YES column if it is a Job Responsibility and a

v in the NO column if it is not.

A passing grade on this test requires that all Job Responsibility
items be |}~ in the YES colunm and those which are not, in the
NO column.

POST TEST

1TEM Job Responsibllity
YES | WO

—

1. Cooperate with co-workers, as well as with
your employer. '

2. Don't stretch your coffee break.

3. Develop the practice of being safety
conscious at all times.

4, Repair a special item for a customer.

5. Don't skip from task to task before
completing each as directed.

6. Volunteer to work on weekends to
provide an opportunity for regular
employees to have these days off.

7. Complete assigned jobs on schedule.

8. Be able to work rapidly on certain Jjobs.

9. Notify your sponsor well in advance if
you will be lates or absent as a result of
a school activity.

10. Be able to accept constructive
eriticism on the job.

-12-
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' POST TEST KEY

Upon completion of the Post Test, refer to the Key below and
correct your test.

If you failed to mark all of the 10 answers correctly, go back,
reread the questions and correct all answers.

This LAP has now been completeds You should assemble all parts
together in order by page numbers and turn it in to your Work
Experience Education Coordinator.

3 Post Test Key
1. YES 6. NO
2. YES 7. YES
3. YES 8. NO
4, NO 9. YES
5, YES 10, YES
-13-
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I-DEAS

Utilize the subject areas of your table entitled JOB RESPON-

SIBILITIES on page 15 to discuss your progress with your career
sSponsor.

Notlice on the table on the following page, that your sponsor has
three (3) choices for his evaluation. These aret (1) Performs
This Well (2) Needs Additional Experience (3) Does Not Apply.

After your sponsor has completed the evaluation, utilize the

remainder of this page to write a brief plan for those items
that were checked in column 2, Needs Additional Experience.

PLAN FOR SELF-IMPROVEMENT

That was a Great LAP

RIGHT ON{¢




Date Student's Name

Please v~ each item in the space provlided that best represents the
@ student's performance at his career station. This fom will provide

an opportunity for this worker to initiate a plan of self-improvement in

areas where this is needed.

Business Name

‘.
Job Sponsor's Name : e 5
Q
418 | &
¥ ldgla
2 |58l
o |wE]F
“ | olan
o lofl2
& |= 3} 8
1. Follow instructions of my supervisor.
2. Relate well with customers. /
3. Must be dressed and groomed to employers satisfaction.
4, Must cooperate with other employees.
5¢ Accept constructive criticism on the job.
7 6. Be safety conscious at all times.
7. Complete assigned tasks before moving onto another.
8. Quality of work must meet employers standards.
9. Complete assigned jobs on schedule.
10. Follow directions,
1l. Provide attention to small details of assigned
tasks.
12. Do not waste time.
13, Must comply with definite time pericds for breaks.
14, Must make sound judgments on the job.
15. Report to work at employers designated time. b;
16. Correct mistakes rather than cover them.
17. Relate well with job supervisor,
18. Cooperate fully with employer or his representative.
' 19. Work under pre:ssure when situation dictates.
20, Report to work on time. ,

o | -15-
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LAP Prepared By: D. Gene Davis

YORK EXPERIENCE EDUCATION
LEARNTNG ACTIVITY PACKAGE i

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.3 Assume adult roles and responsibilities in
a selected career.

Performance Objective: 5.3.2 Compare vour present obligations
to those assumed by an employed adult. List five (5) adult
roles which will necessitate changes in your life style as
you assume responsibilities typical of your selected career
and other adult responsihilities.

NOTE TO THE STUDENT

By the time you finish this LAP you will he ahle to:

1. Tdentify at least five (5) personal responsibilities
that you now possess that will also be important to you
as you assume responsibilities typical of vour selected
career and other adult responsibilities.

2. Tdentify and define at least five (5) new responsi-
bilities that you as an adult will likely need that
you do not now have in your daily 1life.

RATTIONALE

This LAP will help you to identify and evaluate some of the
important adult roles and responsibilities, and to formulate
a personal plan for assuming these new responsibilities as

these arise.

DIRECTIONS

In this LAP you will review the items identified and defined
in Vocational LAP 5.3.1; relate these items to vour future
adult 1ife responsibilities; and identify and define at
least five (5) new adult roles that you can anticipate
assuming in the future.

3868




Identify five (5) personal responsibilities that you now
possess that will also be important to vou in your selected
career and other adult responsibilities.

2, TIdentify five (5) new responsibilities that you as an adult
will likely need that you do not now possess in your daily life.

3. 1Identify five (5) basic resource documents on the principles of -
personal money management. (See attached Reading List on page 7.)




PRE-TEST (Scoring Key)

g 1. Sample Response:

Honesty

Loyalty

Initiative

Leadership (Answers will vary)
Cooperative

2. Sample Response: -

" Financial
Legal
Personal (Answers will vary)
Family
Social

3. See Reading List attached - page 7.
Fvaluative Criteria: If the student cannot respond to all three (3)

L. items to the satisfaction of his Coordinator,
’ he should complete this T.AP.

3¢




ACTIVITY {1,

ITEM:

LEARNING ACTIVITIES AND RESOURCES

Review the items you checked in the column marked
SELECTED CARFER on your PERSONAL RESPONSIBILITIFS

FORM in Vocational LAP 5,3.1. As you remember, these
are the personal things that you identified as applying

to your future selected career objective.

On the lines below, write down the five (5) most
important items from those vou checked that you feel
will become a part of your adult responsibilities.
Give a one-or-two-sentence reason for each of your
choices.

ITEM:

iy

ITEM:

ITEM:

ITEM:




ACTIVITY #2. Drawing upon your personal experiences and observations,
list five (5) new roles that you now feel the average
adult assumes that you do not now have in your daily
! life. These new adult roles may relate to home life,

work, family, or a combination of all of these,

There are many different definitions of roles that
people play, and they often change as life situations
change. The following categories of adult responsi-
bilities mav give you some clues to making up your own
definition of an adult role. (Example below*),

Categories:

* Social Financial
Legal Personal
Political Military
Family

NEW ADULT ROLE (*Sales Contract).

z: NEW ADULT ROLE .
NEY ADULT ROLE | .
NFU/ ADULT ROLE .
NEW ADULT ROLE .

X‘ *Example of legal category is Sales Contract.



ACTIVITY #3. Submit your notes on the new adult responsibilities

from Activity #2 to vour related vocational class
. instructor and/or Work Experience Education
i' Coordinator for review and discussion. Ask for help
and opinions on the categories that you found difficult.

ACTIVITY #4. Fmployers have identified personal money management
as a major responsibility for some of their emplovees
that can have serious effects upon their work and even
in keeping their jobs.

Choose at least one (1) reference from the READING
LIST and prepare up to a 50-word paragraph on some of
the principles of personal monev management that were
referred to in the reading material.

PERSONAL MONEY MANAGEMENT.




READING LIST

Business Behavior
You and Your Job

Fitting Yourself For Business
General Business For FEvervdav Living

Holding a Job

Changing a Job

Taking Stock

Keeping That Job
Understanding Consumer Credit

Getting Along With Others
Personality and Your Job
Your Attitude is Changing
Your Attitude is Showing
Guide to Good Grooming

Charm-The Career Girl's Guide to
Business and Personal Success

Executive Profile-A Youns Man's Guide
to Business Success

Grooming Tips For a Secretary

Basic Princinles in Familv Monev and
Credit Management

How and VWhv of Banking

Managing Personal Finances

New York Times-Guide to Personal Finance

Personal Monev Management

Using Qur Credit Intelligently

When to Use Credit Instead of Cash

Secretaries on the Spot

Business Ftiquette Handbook

South-Western Publishing Co.
" ”" ” "
Gregg Div.-MeGraw Hill Book Co.
" " " "

Follett Publishing Co.
" " "

Science Research Associates
" ” "

MeGraw Hill Book Co.

" " " "

Calif. State Dept. of Educ.
Bureau of Business FEduc.

National Consumer Finance Assoc.

Calif. Bankers Association
Prentice Hall

Harper and Row

American Bankers Association
Natl. Foundation for Cons.
Yells Fargo Bank

National Secretaries Assoc.,

Parker Publishing Co.

Credit



& L

POST-TEST

Identify five (5) personal responsibilities that you now possess
that will also be important to you in your selected career and
other adult responsibilities,

(a)

(b)

(e)

(d)

(e)

Identify five (5) new responsibilities that you as an adult will
likely need that you do not now possess in your daily life.

(a)
(b)
(e)
(d)
(e)

Identify five (5) basic resource documents on the principles
of personal money management. (See attached Reading List on
page 7.)

(a)

(b)

(e)

(d)

(e)




POST-TEST (Scoring Key)

1. Sample Response:

Honesty

Lovalty

Initiative

Leadership (Answers will vary)
Cooperative

2. Sample Response:

Financial
Legal
Personal (Answers will vary)
Family
Social
.
)
3. See Reading List attached - page 7.

Evaluative Criteria: If student cannot respond to all three
(3) items to the satisfaction of his
Coordinator, he should repeat that
section of the LAP that is unsatisfactory.

-9- AN




T-DEAS

Emplovers are always looking for new employees who are anxious to
improve themselves and to get ahead in their company through pro-
motion within the company. Using vour materjai from LAPs 5.3.1 and
5.3.2, write up to a 100-word paragraph that identifies the most
important qualities that an employee should exhibit in order to

be considered for promotion from his current assignment to one with
higher pay and more responsibility.

GETTING AHEAD.

Choose any five (5) selections from the attached READING LIST.
Prepare a parasgraph of up to 50 words on each selection that
highlichts the most important point you learned from vour reading
concerning vour future career success.

-10-




1AP Prepared Bv: Morvin R, Spence

Q» WORK FXPERTFNCF EDUCATTION
LFARNING ACTTVTTY PACKAGE #

Tvpe of Work Fxperience Fducation: VOCATTONAL

Program Coal: 5.3 Assume adult roles and responsihilities in a
selected career.

Performance Objective: 5.3.2 fompare vour present oblinrations
to those assumed by an emnloved adult. List five (5) arlult roles
which will necessitate chanpes in vour life style as vou assume
responsibilities typical of your selected career and other adult
responsibilities.

NOTE TN THFE STUDFNT

tThen a student enters the work environment, he/she will need
to adont certain attitudes and rractices that are cormmon
among emploved adults. The life stvle of the vouth will
need to be adjusted to enahle him to make these necessary
adjustments.

PATTONALT

It is often quite difficult for voung workers to adjust
to the demands of the work environment. This chanpe
necessitates an adjustment if the new emplovee is to
successfully make the transition to the workine world,

DIRECTTONS

The student will compare some of his present ohlieations to
those that are characteristic of full-time emplovees at his
career station. We/she will concentrate on the development
of a plan to meet the changes that are necessary to adopt
several described adult roles.

v
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TNTRODUCTION

Younp persons entering today's labor market will need to use everv
asset at their disposal to successfullv gain emplovment at a
career station of their choice.

As students enter the labor market, thev must be prepared to accept
ohligations which are new to them hut are characteristic of those
commonly accepted by adults.

An onnortunitv to use past experiences, as well as present
ohlipations, helps the young person assume an adult role which is
available for all vounr workers. This Learnine Activity Packare
will provide an opportunity for the student to think throush some
of his present ohligations and develop a plan to relate them to
the adult role he must he prepared to assume.



4 | PRE-TEST

TNSTRUCTTONS: On the following four pages are 15 questions.
These questions may be applied to vour hehavior at home or
at school.

After each guestion are four answers lettered A, B, C, and D.
You are to select the hest answer hv nlacing a check J in
the space provided in front of the letter of that resnonse.

Tf vou score 13 of the 15 correct, as check apainst the
Pre-Test Kev on page 8, you mav return this TAP to your

York Fxperience Fducation foordinator and request another
one. However, this test is only a representative sampling
of information that is desirable to assist you in developing

attitudes and behaviors that will contribute to your personal |
rrowth and maturity. The remaining nortion of the TAP will .

also he quite interesting. Von mav wish to continue on with

this activity even thouph vou passed the Pre-Test.




'. 1 PRE-TEST

Name Nate

1. yhat do you do if your class gets boring?
A. Be certain you have finished all of your assisned tasks.
B. Look around for other things to do.
C. Ask your teacher if you may take on more work.
D. Do all of these things.
2. 1If the people at school do not accept you right away, should
you let it get you down?
A. No. It takes time and some work to be accepted.
R. 'Perhaps. 1Tt may mean vou won't be happy at this job.

C. Yes. Fxperienced students should accept new students.
If they do not, it is not a good place to po to school.

D. Definitely. Nobodv can work where he is not wanted.

3. After an argument is settled, is it a good idea to harbor a grudspe?

A. Yes. It helps you withstand your enenies.

B. Perhaps. You never know ‘when you will want to start a fight.

C. Probably not. You can waste much time holding grudpes.

____D. Definitely not. You use up energy without accomplishine
anything.

4, Ts it necessary to like evervone you meet?

A. You should like a person only if he is himself.

B. You should like onlv plamorous and successful peonle.

C. Try to find in each nerson vou meet, qualities that vou like.

' D. It is important to like evervhody.
y )
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What do you do when another student is grumpy or curt?
A. Tgnore the mood and trv to get the job done.

———

B. Don't talk to this person.

C. Laugh at the person.

D. Act the same way.

6. How can vou learn to appreciate another student who is different
from you?

A. Forget it; you probably won't like him anyway.
B. Learn his pood qualities and like him for them.
C. Pick a fight with him; like him only if he wins.

D. Compliment everything he does; then he will like you.

7. tHow can you make the hest use of supervision?

A. Forget what the supervisor tells you. Tt's unimportant.

B. Keep a written record of suggestions of supervisor.

C. Try to remember everything anyone tells you about your work,

D. Always have an answer. Defend yourself against criticism.

8. Should you "hutter up' your teacher?
A. Yes. Tt will help you get ahead faster.
B. Possibly. You two may hecome good ffiends.
C. No. 1It is insincere and it is hard on your teacher.

NDefinitely not. You do not want this class anyway.




‘i” 6. Some people have wronged fellow students because of differences
in race, sex, or religion. Is this a fair practice to follow?

A, Tt 1s all right in a free country.
B, It has been going on for centuries.

C. 7Tt is 1illegal and morally unfair to discriminate against
others on these grounds.

D. It is not a fair practice but little is being done to
change 1it.

10. 'ow can you learn to be a good listener?

A, Pay strict attention to what the other person is saying.

B. Do not do much talking yourself.

C. Look directly at a person while he is talking,

D. Make tape recordings of important discussions.

g 11, Should you expect everyone at school to be and act exactly like

you?

A. Yes. FEvervone in the same school should be alike.

B. No. Each person is different from evervone else.

C. Yes. This is the age of conformity -- evervone acts alike.

D. No. Older persons act differently from younger persons.

12. How can you learn to compliment others?

A. Think about how much better your work is.

B. MNotice the abhilities of others and praise them.
C. Help others when they make mistakes.

D. Laugh when someone compliments vou.,

ERIC 4¢3
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13. When answering the +elirvhone, what do you do?

A,

Ouickly and politely write down the name and message of
the caller.

Get hold of the person who is being called, no matter
how long it takes,

Take the phone off the hook to stop the ringing.

Conduct a pleasant conversation.

14, When answering the telephone, try always to have a pencil and
paper because:

A,

You may need to write down an important message.
It's nice to be able to doodle while talking on the phone.
You may be asked to get some groceries on the way home.

You may want to jot down a note to a friend.

Fow should you act toward the people around vou?

Keep out of their way.
"Live and let live."
Try to establish a feeline of good wiil.

Become everyvone's hest friend.

~7- 44
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PRE-TEST (Scoring Kev)

If you think your class is boring, first be certain vou
have done all of your assigned tasks; look around for other
things to do; then tell your teacher that you are ready for
more work.

If people at school do not accept you right away, do not let
it get vou down. Being 'one of the team' takes time, and
you have to work at it tactfullv bv being pleasant and not
"Pushy . (1]

After a disagreement is settled, you gain nothing by
harboring a grudge. In fact, when people remain angry,
they use much energy that otherwise could he used for
doing something useful.

Try to find qualities you like in each person that you meet.

When someone is grumpy or curt, try to ignore the mood and
f0 ahead and do the job. Little can he accomplished by
ignoring the person or laughing at him; less if you match
his mood. You don't know what caused his attitude and the
hest behavior for you is to go ahead and do the job as best
you can.

You can learn to appreciate another student who is different
from you by finding his good qualities and liking him for
then.

To make the hest use of supervision, keep a written record
of sugpgestions for {improvement provided by vour supervisor.
Remember, a good supervisor is not picking on you, but is
trying to help vou do your assimnments better.

No not try to "hutter up' vour teacher because it is
insincere and vou may make it hard for him/her to treat vou
as a student.

It is 11legal and morally unfair to discriminate against
people on the rrounds of race, sex, or religious heliefs.

-2- acs




10.

11.

13,

14,

15.

>
.

To learn to be a good listener, pay striect attention to
what the other person is saying. Clear vour mind of other

thoughts and direct all of your energy to what he 1is telling
vou.

At work, as in daily living, each person is different from
everyone else. Fach acts as he does for his own reasons.

You ecan learn to compliment others by noticinp their
abilities, things they do well, and praising their
accomplishments.

When answering the telephone, find out quickly and politely
who 1s calling and write down the information. As soon as
you can, find out the procedure you are expected to follow.

When answering the telephone, it is alwvavs a good idea to
have a pencil and paper available hecause you mav need to
write down an important message such as an order from a
school administrator, instructions from vyour prineipal,
or even a message for the school student body president.

Try to establish a feeling of good will with the people
around you. If vou are helpful and considerate of others,
they will usually act that way toward you. Your tasks
can be easier and your outlook may be brighter because of
the good will you establish.

-0-
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ACTIVITY #1.

On the following two pages is a form titled,
FMPLOYEE OBLIGATIONS. This form will be completed

by your career sponsor. He will mark each obligation
by indicating the Degree of Importance that should
be assigned to each statement.

After completion of the form, you are to turn to
Activity #2 on page 13. You will receive instructions
on how the responses made by your sponsor can he
utilized to assist you to assume obligations and
responsibhilities.

Your career sponsor may feel that all ohligations
are Very Important. If this is so, ask him to star (*)
five or six that he feels are critical for his employees.
You will then have an opportunity to discuss those that
are considered as being more critical than others.

4{7?
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Student's Name: Date:

Sponsor's Name:

Business Name:

FMPLOYFE OBLIGATTONS

Very Some
Obligations of Regular Employees Important Importance

Not
Important

1. Always ready to accept constructive
criticism

2. Careful with materials and property

3. Safety conscicus at all times while
on the job

4. Maintains very good attendance on
the job

5. Alwavs gets along well with other
employees

6. Understands the reasons for the work
being done

7. Always ohserves company rules and
regulations

8. Pays attention to the details of
the tasks being undertaken

9. Possesses all skills needed to
complete job assignments

10, Minds own business while on the job




EMPLOYEE OBLIGATIONS

Very Some Not
Dbligations of Regular Employees Important Tmportance Important

11. Ouality of work is maintained at a
standard that is acceptable for the
finished product

12. Ts always friendly with the employey
or his representatives

13, Able to work unsupervised on most
job tasks

1l4. Seeks out new jobs to do when an
assigned task is completed

15. 1s willing to accept dull, routine
assipnments when requested to do so

15. Has a thorough understanding of most
processes the company is currently
completing or providing

17. 1Is always appropriately dressed to
work at assigned career station

18, Can understand instructions for
completing assignments without using
extra time to read directions

19. Has ample self-confidence to do the
job tasks assigned

20, Always observes company rules ‘
concerning being to work on time

Q Iy (;
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ﬂ ACTIVITY #2. Refer back to the form that was completed hy your
sponsor. Select five (5) of the Obligations of Regular

Emplovees that your employer rated as being Very Important.
Write one of these statements on each of the five (5)
lines provided on the following two pages.

Write in your own words how you will need to change your
life style to meet similar obligations as you enter
full-time employment, ’

Example: Obligation No. 3 - Safetv conscious at all
times while on the job. (Write in your own
words how you will assume obligations to
become more safety conscious at yvour career
station, as well as during future emplovment.)




ll

N
.

Obligation No.

ASSUMPTION OF ADULT OBLIGATTIONS

Obligation No.

Obligation No.

=14~




4, Obligation No. .

5. Obligation No. .

§ gy
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POST TEST

INSTRUCTTONS: On the following pages are 15 questionms. These
questions may be applied to your behavior at home or at school.

You should also adopt each statement to your behavior and
attitudinal actions at your career station.

After each question are four answers lettered A, B, C, and D,
You are to select the best answer by placing a check (M in
the space in front of that answer.

When you have completed this Post Test, turn to the Post Test
Key on page 21 to check the answers you have marked. Fach
answer has an explanation to clarify the reasoning behind the

selection of that specific answer. Correct any answvers you
have missed.

You have now completed this LAP. Assemble all pages into

correct numerical order and tuirn them in to your Work Fxperience
Fduecation Coordinator.

Q ‘ -16"




Name

POST TEST

NDate

What do you do if your class gets boring?

Tf the
let it

Be certain you have finished all of your assigned tasks.
Look around for other things to do.
Ask your teacher if you may take on more work.
Do all of these thinges.

people at school do not accept you right away, should vou
pet you down?

Nao. Tt takes time and some work to he accepted.
Perhaps. Tt may mean vou won't be happy at this iob.

Yes. Fxperienced students should accept new students.
If they do not, it is not a good place to go to school.

Definitely. Nohody can work where he is not wanted.

After an argument is settled, is it a good idea to harbor a grudge?

Yes. It helps you withstand your enemies.

Perhaps. You never know when you will want to start
a fight.

Prohably not. VYou can waste much time holding gprudees.

Definitely not. Yon use up energy without accomplishing
anvthing.

Ts it necessary to like everyone you meet?

You should like a person only if he is himsel€f.
You should like onlv glamorous and successful people.

Try to find in each person vou meet, qualities that you like.

It is important to like everybody.

-17-
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What do you do when another student is grumpy or curt?

Tgnore the mood and try to get the iob done.
Don't talk to this person.
l.augh at the person.

Act the same vay.

Wow can you learn to appreciate another student who is different

from you?
___A. Forget it; you nrobahly won't like him anyway. .
___B. Learn his pood qualities and like him for them.
___C. rick a fight with him; like him only if he wins.

D, Compliment everything he does; then he will like vou.

How can you make the best use of supervision?

A.

Forget what the supervisor tells you. Tt's unimportant.
Keep a written record of suggestions of supervisor.
Try to remember everything anyone tells you about vour work.

Always have an answer. Defend yourself against criticism.

vou "hutter up" vour teacher?

Yes. Tt will help you get ahead fast:.er. _

Possibly: You two may become pood friends.

No. Tt is insincere and it is hard on vour teacher.

Definitelv not. You do not want this class anywav.

-18- _ . 41;5




' 9, Some people have wronged fellow students because of differences
: in race, sex, or religion. Ts this a fair practice to follow?

A. It is all rirht 1in a free country.
B. Tt has been going on for centuries,

€. It is illeral and morally unfair to discriminate
against others on these frounds.

D, It is not a fair practice, but little is being done
to change it.

10, How can you learn to he a good listener?

___A. Pay strict attention to what the other nerson is saying.
B. Do not do much talking yourself.
€. Look directly at a person while he is talking,

D, Make tape recordings of important discussions.

. 11. Should vou expect everyone at school to be and act exactly like
i vou?

A, Yes. Fveryone in the same school should be alike.
B. No. Each person is different from everyone else.
C. Yes. This is the age of conformity -- everyone acts alike.

D. VYo. Older persons act differently from younger persons.

12, Yow can you léarn to compliment others?

A. Think ahout how much better your work is.

B. Notice the ahilities of others, and nraise them.
C. Help others when they make mistakes.

D. Laugh when someone compliments vou.

ra
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When answering the telephone, what do you do?

Ouickly and politely write down the name'and message of
the caller.

Get hold of the person who is being called no matter
how long it takes,

Take the phone off the hook to stop the ringing.

Conduct a pleasant conversation.

When answering the telephone, try always to have a pencil and
paper because:

You may need to write down an important message.

It's nice to be able to doodle while talking on the phone.

You may be asked to get some groceries on the way home.

You may want to jot down a note to a friend.

Tow should you act toward the people around vou?
Keep out Qf their wav.
"Live and let 1live."
Try to establish a feeling of good will.

Become everyone's best friend.
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POST TEST (Scoring Key)

Tf vou think your class is boring, first he certain vou have
done all of your assigned tasks: look around for other things
to do; then tell your teacher that you are ready for more work.

Tf people at school do not acecept you right away, do not let
it get you down. BReing '"one of the team" takes time, and you
have to work at it tactfully by being pleasant and not "pushy.”

After a disagreement is settled, you gain nothing by harboring
a prudge. In faect, when people remain angrv, they use much

energy that otherwise could be used for doing something useful.

Try to find qualities you like in each person that vou meet.

When someone is grumpy or curt, try to ignore the mood and go
ahead and do the joh. Little can be accomplished by ignoring
the person or laughing at him; less if you matech his mood.
You don't know what caused his attitude and the hest behavior
for vou is to go ahead and do the joh as best you can.

You can learn to appreciate another student who is different
from you by finding his good qualities and liking him for them.
Soon you will begin to appreciate his uniqueness.

To make the hest use of supervision, keep a written record of
sugpestions for improvement provided by vour supervisor.
Remember, a good supervisor is not picking on vou but is
trying to help vou do vour assignments better.

Do not try to "hutter up' your teacher hecause it 1is insinecere
and you mav make it hard for him/her to treat you as a student.

Tt is illepal and morally unfair to diseriminate againét
people on the grounds of race, sex, or religious beliefs.

To learn to be a pood listener, pay strict attention to what
the other person is saying. Clear your mind of other thoughts
and direct all of your energy to what he is telling vou.



At work, as in daily living, each person is different from
everyone else. Each acts as he does for his own reasons.

You can learn to compliment others by noticing their

abilities, things they do well, and praising their
accomplishments.

tthen answering the telephone, find out quickly and politely
who 1s calling and write down the information. As soon as
you can, find out the procedure vou are expected to follow.

When answering the telephone, it is always a good idea to
have a pencil and paper availahle because vou may need to
write down an important messape such as an order from a
school administrator, instructions from your prinecipal, or
even a message for the school student body president.

Try to establish a feeling of good will with the peonle
around you. If you are helpful and considerate of others,
they will usually act that way toward you. Your tasks can
be easier and vour outlook may be hrighter hecause of the
pood will vou estahlish.




LAP Prepared By: Norvin R. Spence

_ WORK FXPERIENCE FDUCATION
@ LEARNING ACTIVITY PACKAGF #-

Type of Work Experience Education: VOCATINNAL

Program Goal: 5.4 Demonstrate job-entry level proficiency in a
selected career.

Performance Ohjective: 5.4.1 TDemonstrate or give other satisfactory
evidence of job-entry level nroficiencies you have acquired.

Tncorporate these into a job application that could be presented
to a potential employer.

NOTE TO THF_STUDENT

For many people, a Personal Data Sheet or a Resume 1is
submitted with a job application. The youne worker can also
enhance his job application by including evidence of job-
entry level proficiency in various skill areas.  This LAP
will provide an opportunity for the student to develop this
evidence, and have it available if he needs it for an
attachment to a job application.

RATIONALFE
Young workers can often enhance their chances to obtain
employment by demonstrating that they have acquired entry-

level skills. This is especially important when the skills

are required prior to emplovment.

DIRECTIONS

The student will be requived to obtain satisfactory evidence

" that he has developed adequate proficiency in entry-level

skills and is ahle to perform these skills as directed .on the




INTRODUCTION

An opportunity will be provided for the worker to accumulate

job-entry level skill information that can he used as a supplement
to an application for employment,

This will assist the young applicant to provide evidence that he
has adequate job-entry level skills to meet the requirementa of
the position he seeks in his application. The application might
also be supplemented with a Personal DNata Sheet or a Resume. The
potential employee should use anything at his disposal to inform
the employer that he has the job-entrv level skills that are
necessary prior to employment.




’5 . PRE-TEST

INFORMATION: This Pre-Test 1s desipgned as a teaching Instrument
as much as a measuring device to determine the information
you have on the subject of applications and interviews. It
will provide an opportunity for vou to utilize information

vou have in your possession that pertains to techniques used
when seeking employment,

The test consists of fifteen (15) questions or statements
that pertain to applving for a job. Tach one will contribute
to information and practices that are necessary for an
applicant to be successful in his quest for employment.

There are four (4) possible answers, lettered A, B, C, and D,
for each question. Answer the question bv placing a check V)
in the space provided in front of the answer. The enrollee
must check 12 of the 15 questions correct to pass this test
and be exempt from continuing on with this LAP.

Please turn to the following page and answer the questions

or statements given in the Pre-Test. VWhen you have completed
the Pre-Test, turn to the Pre-Test Key on page 8 and check
your answers. If you have at least 12 correct, turn in the

i LAP. 1If not, begin the assignment which 1is on page /2.

Instructions concerning the assignment will be found on that
page . ) v
ﬁi‘
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PRE-TEST

In selecting references, the persons not to include are:
A, Priends your own age.

B. Vocational teachers.

C. Local businessmen.

D, Guidanece counselors

When applying for a job with a large or a medium-size
organization, the first person you see would probably be:

A. The personnel director.

B. The job interviewer.
C. The receptionist.

D. Your next boss. .

How do‘you begin a job interview?
A, Start out by telling ahout vourself.
B, Begin by talking about the weather.

C. Praise something favorable that you have heard ahout
the job.

D. Wait for the interviewer to open the conversation.

How should you find out the name of the job interviewer?
A. Ask him when you first see him.
B. TFind out before the interview.

C. Don‘t bother about finaing out.

D. Walt to see 1if he tells vou.




During a job interview, you will be asked to state your
skills and experiences. You should:

A. PTrepare a list of your skills and jobs held, includine
dates of employment and duties performed.

B. Not worry. You will be able to recall all of your
abilities when the time comes.

C. Play it cool. Tlet the interviewer pry it out.

D. Not answer. VYour talents aren't anvhody else's business.

Before listing someone as a reference:
A. Obtain his permission, if it is convenient.

B. Obtain his permission, even if vou have to go out of
your way to do so.

C. Assume that he would be willing to he listed as a
reference. ’

D. Obtain his permission and inform him each time you list
his name as a reference.

A good way to find a job 1is to:

A. Let your friends and family know you are looking for
a job.

B. Talk it over with a vocational instructor or puidance
counselor.

C. FKeep checking the "wand-ad" sections of the newspapers.

D. Tollow all of these steps.

Tt 18 important for you to learn the name of the job interviewer
hecause:

A. You may want to call him later.
B. You will know whom to see.

C. Fveryone likes to hear his own name.

D. All of the above.
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When using references, always:

A. Ask permission beforehand of the people you want to use

as references,

B. Have the references' addresses with you.

C. Know how to spell the full names of your references,

D. TFollow the sugpestions given above.

A job application letter is addressed to:

A. The personnel director, or a box number if a want-ad
is answered.

B, Whom it may concern.

C. The president.

D. The name of the organization where you are applying.

Some of the personal traits that most job interviewers look
for are: '

A. Dependability, promptness, and a neat appearance,

B. High intelligence, lively personality, and good looks.

C. A serious purpose and a straight face.

D. A happy-go-lucky outlook, someone who likes a good laugh.

1f, during the interview, you are not offered the job, you
should:

A, Forget all about it.

B. Give up, and look somewhere else.

C. Ask the interviewer when you should call for his decision.

ND. Ask for the job.




By knowing your strengths and your skills, you develop
self-confidence. This is important in job hunting because
a self-confident person:

Is an ontimist.

Is not shy. He looks and acts as though he has
something to offer an emplover.

1s not "smart-alecky" or superior.
Is all of the gbove.
People applying for a job often are asked to complete a
job application hlank. This blank is:
Completed and mailed in before the interview.
Usually completed before seeing the interviewer.
Filled out and sent in later.

Written after you are hired.

When asked by the job interviewer, "What can you do?":
Impress the interviewer with your talents.

State your experience, such as other jobs you have had;
and vour skills, such as typing.

Discuss vour career goal.

" Be modest and do not oversell yourself.




i PRE-TEST (Scorine Key)

1. A. Do not include friends your age. Others, such as teachers
and businessmen, are in a better position to tell employers
about your ahilities.

2, C. 1In alarge or medium-size organization, the first person
vou see will probably be the receptionist.

3. D. Wait for the interviewer to begin the conversation at
the start of the job interview.

4, B, Find out the name of the job interviewer you are to see
before the interview. Ask the person who referred vou,

such as your teacher or placement counselor, or call the
organization.

5. A. Prepare a list of the jobs you have held, including the
dates employed and the duties performed. Also, prepare a
list of skills and knowledges acquired in vocational courses
if you have not had experience related to the job sought.

6. B. Get permission from the persons you plan to list as
references, before doing any job hunting. Once you have
obtained permission, it is not necessary to do so each time
you use a reference. Usually, people are willing to be
listed as veferences and they will do their hest for you.

7. D. Follow all of these steps. Until you locate a job, finding
it should be full-time work.

8, D. Tt is important to find out the name of the job interviewer
hecause you may want to get in touch with him later; vou will
know whom to ask for when you go for a job interview: and
evervone likes the sound of his own name.

9. D. Follow the suggestions listed. Obtain permission from
those you want to list as references, before using their names
(this will also inform them that you are in the job market),
know how to spell their names correctly, and take their
addresses with you on job intervieuws,

an 10, A. A joh application letter is addressed to the personnel.
director, or to a box numbher if you are answerins a newspaper
want-ad.

~8 q<e




1 1, A,
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Some of the personal traits job interviewers look for are
dependability, promptness, and a neat appearance,

If you are not offered the job during the interview, don't
give up. The interviewer may want to talk to others. Ask
when you might call him to learn of his decision. He may
say that he will get in touch with you, or he may give you

a definite time to call. Remember -- when the time comes,
follow through!

A self-confident person has all of the traits mentioned. He
knows that if he 1s not sure of himself, the employer may
think he has nothing to offer. He is not conceited; he

Just knows his abilities because he has put them in writing.

You are usually asked to complete the job application blank
before seeinp the interviewer. A job application is generally
filled out by anyone applving for a job. It serves as the
starting point for the interviewer's questions.

State exactly the amount of experience you have had, such as
other jobs and your duties on these Jjohs: an¢ give your
special skills, such as tvping, driving a car, ete. To help
you remember, make » list of what you can do before you go
for the interview.




@ ACTIVITY #1., The student-emplovee is requested to obtain information
: from three (3) sources that will indicate what skills he

has in his possession, and his degree of competence in
each skill area.

When completed, the information provided by this assignment
can be an important asset to assist the student to upgrade
his employment position. The opportunity to demonstrate
one's competence in a skill area is extremely important,

especially if the applicant does not have a wide, varied
background of on-the-job experience.

The next best advantage to actually dembnstrat:ing vour
skills is to have someone else testify in your hehalf
that you do have job-entry level skills that are needed

prior to employment. This activity provides an opportunity
for vou to do this.,

Use the three (3) SKILL PROFICIENCY REPORT forms on the following
three (3) pages to complete this assignment.

Ask your job sponsor, a past employer, a vocational teacher, or someone
else who can attest as to Vvour job skills to complete these forms.
Spaces are provided for four (4) skills on each page. These are
available for the persons completing your forms, but it is not necessary
that they complete all of the four (4) skill areas.

ST

You are to contact three (3) different persons, who will each complete
a form in your behalf.

Examine the following examples so you can expiain to the persons you
contact how they should fill out the forms.

Degree of .  Length of
Skill Competence Experience
Example #1  Typing 45 wpm 3 semesters
: Fxample #2  Service Station Serviced drive 6 months
Attendant auite well
Fxample #3  Pickup and Fast, obeys laws, 1 vear (part-time)
Delivery no accldents

ERIC -10- 429




SKILL PROFICIENCY REPORT

Name Address

Telephone City

Birthdate State Zip

This is to certify that the ahove-named applicant has demonstrated his/her
competence in the following skills while under my supervision.

DEGREFE OF LENGTH OF
SKILL COMPETENCE EXPERIENCFE

1 . |

2.
i
T 3.

4,

COMMFNTS :

DATFE. STGNED

ORGANTZATION

Additional information may be obtained by ecallin:y Telephone No.
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POST TEST

INSTRUCTTIONS: On the following pages are 30 statements. These

statements all concern job applications or job interviews. You
should look upon these as a learning activity, especially as you
check your answers for being right or wrong.

After each statement are four aunswers lettered A, B, C, and D.
vYou are to select the hest answer by placing a check (W in the
space in front of that answer.

then you have completed this Post Test, turn to the Post Test
Key on page 19 to check the answers you have marked. Tach
answer has an explanation to clarify the reasoning behind the

selection of that specific answer. Correct anv answers you have
missed.

You have now completed this LAP. Assemble all the pares into

correct numerical order, and turn them in to your Work Experience
Fducation Coordinator.

~14-
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POST TEST

In selecting references, the persons not to include are:

A. Friends your own age.

B, Vocational teachers.

Opn—

C. Local businessmen.

D. Guidance counselors.

When applying for a job with a large or a medium-size
organization, the first person you see would probably

The personnel director,
The job interviewer.
The receptionist.

Your next boss.

you begin a job interview?
Start out by telling about yourself.
Begin by talking about the weather.

Praise something favorable that you have heard about
the job.

Wait for the interviewer to open the conversation.

How should you find out the name of the job interviewer?
A. Ask him when you first see him.
Find out beforé the interview.

Don't bother about finding out.

Wait to see if he tells you.




s
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During

a job interview, you will be asked to state your skills

and experiences. You should:

Prepare a list of your skills and jobs held, including
dates of employment and duties performed.

Not worry. You will be ahle to recall all of your
abilities when the time comes.

Play it cool. Let the interviewer pry it out.

Not answer. Your talents aren't anybody else's business.

listing someone as a reference:
Obtain his permiséion, if it is convenient.

Obtain his permission, even if you have to go out of
your way to do so.

Assume that he would be willing to be listed as a reference.
Obtain his permission, and inform him each time you list
his name as a reference. ’
way to find a job 1is to:
Let your friends and family know you are looking for a job.

Talk it over with a vocational instructor or guidance
counselor.

Keep checking the "want-ad" sections of the newspapers.

Follow all of these steps.

Tt is important for you to learn the name of the job interviewer

because:

____A. You may want to call him later.

____B. You will know whom to see.

____C. Fvervone likes to hear his own name.
D. All of the above.

-16-
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, 9. Uhen using references, always:

A. Ask permission beforehand of the people you want to use
as references.

B. Have the rcferences' addresses with you.

C. Know how to spell the full names of your references.

D. Follow the suggestions given above.

10, A job application letter 1is addressed to:

A. The personnel director, or a hox number if a want-ad
is answered.

B. Whom it may concern.

C. The president.

D. The name of the organization where you are applying.

11. Some of the personal traits that most joh interviewers look
for are:

oy
.

A. Dependability, promptness, and a neat appearance.

B. HRigh intelligence, lively personality, and good looks.
C. A serious purpose and a straight face,

D. A happy-go-lucky outlook, someone who likes a good laugh.

12. 1f, during the interview, you are not offered the job, you
should:

A. Forget all about it.

B. Give up, and look somewhere else.

C. Ask the interviewer when you should call for his decision.

D, Ask for the job.

Q -17-
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il; 13. By knowing your strengths and'your skills, you develop self-
' confidence. This is important in job hunting because a
self-confident person:

A. 1Is an optimist,

B. Is not shy. We looks and acts as though he has something
to offer an employer.

C. TIs not "smart-alecky" or superior.

D, 1Is all of the above.

14. People applying for a job often are asked to complete a job
application blank. This blank is:

A, Completed and mailed in bhefore the interview.
B. Usually completed before seeing the interviewer.
C. Tilled out and sent in later.

D. Vritten after you are hired.

£ 15. then asked by the job interviewer, '"What can you do?":
A. Impress the interviewer with your talents.

B. State your experience, such as other jobs you have had;
and your skills, such as typing.

C. Discuss your career goal.

D. Be modest, and do not oversell yourself.
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@ POST TEST (Scoring Key)

1. A. Do not include friends your age. Others, such as teachers

and businessmen, are in a better position to tell employers
about your abilities.

2, C. In a large or medium-size organization, the first person you
see will probably be the receptionist.

3. D. Wait for the interviewer to begin the conversation at the
start of the job interview.

4. B. TFind out the name of the job interviewer you are to see
before the interview. Ask the person who referred you, such
as vour teacher or placement counselor, or call the organization.

5. A. Prepare a list of the jobs you have held, ineluding the dates
employed and the duties performed. Also, prepare a list of
i skills and knowledges acquired in vocational courses if you
have not had experience related to the job sought.

< 6. B. Get permission from the persons you plan to list as references,
before doing any job hunting. Onece you have obtained permission,
it is not necessary to do so each time you ugse a reference.
Usually, people are willing to be listed as references and
they will do their best for vou.

7. D. Follow all of these steps. Until you locate a job, finding
it should be full-time work.

8. D. It is important to find out the name of the job interviewer
hecause you may want to get in {ouch with him later; you will
know whom to ask for when you go for a job interview; and
everyone likes the sound of his own name.

9. D. Follow the suggestions listed. Obtain permission from those
you want to list as references hefore using their names (this
will also inform them that you are in the job market), know
how to spell their names correctly, and take their addresses
with you on job interviews.

¢

x . 10. A. A job application letter is addressed to the personnel director,
or to a box number if you are answerinz a newspaper want-ad.

Q -19-
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Some of the personal traits job interviewers look for are
dependability, promptness, and a neat appearance.

If you are not offered the job during the interview, don't
give up. The interviewer may want to talk to others. Ask
when you might call him to learn of his decision. He may

say that he will get in touch with you, or he may give you

a definite time to call. Remember -~ when the time comes,
follow through!

A self-confident person has all of the traits mentioned.

He knows that if he is not sure of himself, the employer may
think he has nothing to offer. He is not conceited; he just
knows his ahilities hecause he has thought about his strengths

and weaknesses. HWe can recall them because he has put them
in writing.

You are usually asked to complete the job application blank
hefore seeing the interviewer. A job application is generally
filled out hy anyone applying for a job. It serves as the
starting point for the interviewer's questioms.

State exactly the amount of exverience you have had, such

as other jobs and your duties on these jobs; and give your
special skills, such as typing, driving a car, etc. To help
you rememher, make a list of what you can do before you go
for the intarview.
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LAP Prepared By:1 Norvin R. Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE 4

Type of Worlc Experience Educations VOCATIONAL

Program Goal: 5.4 Demonstrate job~entry level proficiency in a
selected career,

Performance Objective: 5.4.2 Obtain an evaluation from your work
experience education sponsor, identifying responsibilities
which you have met successfully, as well as areas which need

improvement in order to meet his standards for full-time
employees.

NOTE 10 THE STUDENT

This LAP will provide an opportunity for you to compare
your accomplishments on-the-job with how you see your-
self and how your sponsor views you as an employee.

It will also indicate areas which are seen differently
and provide an opportunity for you to develop a plan

for self-improvement at your job.

RATIONALE

Employees must measure as closely as practical to employer
expectations. The closer a worker comes to reaching this
standard the more valuable he becomes to the employer.

DIRECTIONS

An employee rating scale will be provided as a portion of
the LAP. Your sponsor and you will complete identical
scales with an opportunity for you to develop a plan

for self-improvement.
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GENERAL INSTRUCTIONS

This LAP will provide an opportunity for you to gain information
based upon a self evaluation activity and a similar evaluation made
by your sponsor.

Areas of concern on these evaluation forms pertain to traits
employers feel are important for success on the job.

To introduce you to this LAP, you will take a short Pre-test

which covers this subject areas The test consists of five (5)

True ~- False questions of which you will need to score all correct
to be exempt from completing this LAP,

Turn to the following page and take the test, scoring True state-
ments with a "+' and False statements with a "0", Upon completion
of the test, turn to the last page of this unlit and check your
answers against the Test Key. :

If you did not make any mistakes, turn your LAP in and ask for the
next ones If you missed any questions, please turn to page 4 and
read the directions which explain the next phase of this activity.

Your Pre-test should be retained with the LAP.




A&

Name

Date

1.

2,

_ 3

b,

5

Most employers feel if an employee has the necessary
skills to do a Job, that this is all that is expected
of him as a worker.

Getting along with others or having a cheerful disposition

do not apply in jobs where you do not have direct contact
with other employees.

Being on time is not too important if you can work fast
enough to catch up with other workers in a short time.

Most persons who lose their jobs do so because they do

not have the necessary skills to perform the tasks
required,

Attitudes toward the tasks assigned to you usually are

not important on routine, repetitive operations “that
you could practically do in your sleep."
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RATING SCALES

On the following two pages are two employee rating scales. One
is to be completed by you and one by your Work Experience Educa-
tion Sponsor, the person who is your actual supervisor at work.

Please ask him/her to complete the scale entitled “EMPLOYEE RATING
SCALE" and return it to you upon completion.

You are to fill out the scale entitled “HOW GOOD AN 'EMPLOYEE' AM

I?" Be sure to do this before your sponsor returms his scale to
Jyou.

Upon return of your sponsor's completed scale, you will now have
two completed scales in your possession. Compare these scales and

note any discrepencies between your ratings and your sponsor's
ratings.

On page 7 you will find an assignment that related to these two
completed scales. Complete the assignment as directed.




"HOW GOOD AN 'EMPIOYEE* AM I?"
Date Student's Name

This is a self-rating scale that was designed to provide an opportunity

for you to rate yourself, then compare your results to those provided
by your spongor on a similar scale.

After you have completed your scale, you may obtain the completed scale
from your sponsor. Information follows that will indicate how the
results of the two scales will be used.

The following traits were compiled from 25 employers of high school
students and dropouts. Each trait was felt to be very important asg
a contributor to success on the jJobe After each trait, please place
an "X" in the space that best describes you as an employee.

Excel~ Above Above Needs Im-
lent Avg, Avg. provement

Abllity to take instructions
Ability to learn

Attitude toward responsibil-
ities

Being on time

Getting work done (depend-
ability)

Having cheerful disposition

Abllity to "not give up" on
long or difficult tasks
(persistence)

Quality of work done

Initiative

Good attendance

Getting along with others

Following rules & instruc-
tions (self-discipline-
cooperation)

Making good use of time
(not wasting)




EMPIOYEE RATING SCALE
Date Student's Name

Your rating of the above student employee will be used by him to
develop a self-improvement program, the results of which will be

applied on-the-job. He is completing a scale that is identical in
content to your scale.

The student has been instructed to compare your results with his
results and develop and implement a plan for self-improvement.

The following traits were compiled from 25 employers of high school

students and dropouts. Each trait was felt to be very important as

a contributor to success on the Job. After each trait, please place
an "X" in the space that best describes this student employee,

Please base his ratings as if he were an entry level employee at
his current career assigment.

Excel- Above Above Needs Im-
lent Avg, Avg. provement

Ability to take instructions

Ability to learn

Attitude toward responsibil-
ities

Being on time

Getting work done (depend~
ability)

Having cheerful disposition

Ability to "not give up" on
long or difficult tasks
(persistence)

Quality of work done

Initiative

Good attendance

Getting along with others

Following rules & instruc-
tions (self-discipline-
cooperation)

Making good use of time
(not wasting)




ASSIGNMENT

Compare the markings on your rating sheet with those of your
sponsors If you find any discrepencies between the two scales,
you are to develop a plan on the following page to improve your

Job-related attitudes and activities that will make you a better
employee.

After you have developed this plan, discuss it with your job
sponsor. If he makes any additional suggestions for improvement,
add these to the end of your report in the space provided.

The following page has been designed for your convenience to
complete this assigmment, Upon completion of this activity,
place the Evaluation Page with the other LAP pages and turn to
the instructions pertaining to the Post test on page 9.
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,Tx ' EVALUATION OF MY EMPLOYEE RATING SCALE

Date Name

I plan to improve my job-related attitudes and activities as
noted below:

Additional suggestions for improvement made by my Jjob sponsor,
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POST TEST INSTRUCTIONS

The bottom portion of this page consists of a Post test to measure
understandings you now possess as they relate to the traits used
on the Employee Rating Scales. This test consists of five (5)
True ~~ False questions. True statements should be scored with a
"4 and False statements with a "O",

After taking the Post test, please tum to the last page of this
LAP and check your answers against the Test Key. If you miss

any questlons, go back to the Post test, reread the question and
correct your answer.

You have now finished the LAP, Assemble it with the pages in

numerical order, staple the pages together and turn it in to
your work experience education coordinator.

POST TEST

Name Date

1, Most employers feel if an employee has the necessary

skills to do a Job, that this is all that is expected
of him as a workers

2., Getting along with others or having a cheerful disposition

do not apply in jobs where you do not have direct contact
with other employees.,

3. Being on time is not too important if you can work fast
enough to catch up with other workers in a short time.

4, Most persons who lose their Jjobs do so because they do
not have the necessary skills to performm the tasks
required. : :

5+ Attitudes toward the tasks assigned to you usually are
not important on routine, repetitive operations "that
you could practically do in your sleep.”
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TEST KEY

1.
2,
3,
b
5.
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LAP Prepared By: Norvin R. Spence

o WORK EXPERIENCE EDUCATION
l LEARNING ACTIVITY PACKAGE #

Type of Work Experience Educations VOCATIONAL

Program Goals 5.4 Demonstrate job-entry level proficiency in a
selected career.

Performance Objectives 5.4.3 Using the employee self-rating
scale provided, compare yourself to full-time employees at
your career statlon. Based upon the results of the scale
you have completed, 1ist five (5) areas which you feel you
need improvement and develop a plan for implementation of
these needs.

NOTE T0 THE STUDENT

This LAP will provide an opportunity for you to compare
yourself with a regular employee 1n twenty worker traits.
As you realize you have areas that could use some changes,
you will develop a plan to enable you to be a more valuable

employee.

RATIONALE

Since most businesses operate on a profit-cost basis, it

is logical that employers will keep employees that meet
thelr needs and make a profit for thems Those persons

who can most fully measure up to standards of the business
in the areas of Personality and Social Devolopment, Work
Habits and Skill Possession, as well as in Efficiency, will
generally be retained on the Job.




WORK EXPERIENCE EDUCATION -- CONTINUED

DIRECTIONS

You will be provided an opporhunity_ to compare yourself
to regular employees and develop and implement a plan
for personal improvement and development in the worker .

traits you feel need strengthening.
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TRODUCTION

The devolopment of job-entry level proficiencies in skills related
to a selected career is extremely important for new workers.

This LAP will introduce you & several Worker Traits in the areas
of Personality and Social Development, Work Habits and Skill
Possession, as well as in Efficiency on the job. All of these
areas are very lmportant for employees, in co-worker relaticnships,
as well as in employer-employee relations.

A sound method for the beginning employee to measure himself in
these areas is by comparison with regular emrloyees. Admittedly,
many regular workers dc not possess top standards in the Worker
Traits, but it is true that they are successful on the job to the
extent that the employer has retained them on the payroll.

With this thought in mind, turn to the following page and study
the Pre-Test Instructions.
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RE-TEST INSTRUCTIONS

The following questions are stated to provide an opportunity for

you to evaluate yourself and make a comparison between yourself
and regular employees.

The questions are to be answered either "YES" or "NO" by placing

a / in the appropriate columm. When you have completed this
test, tum to the Test Key, which 1ls the last page of the LAP,
and correct your paper.

If you score 1004 correct, you may turn this LAP in and be exempt
from completing it. If you did not answer all questions correctly,

turn to page _ 6 and read the instructions that pertain to the
next segment of this instructional unit.
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PRE-TEST

Have You Fully Developed Job-Entry Level Skills?

Question

1.

2,

3.

b,

50

Do you feel you are able to work as well without
close supervision as most regular employees?

Do you observe company rules as well as regular
employees?

Are you as appropriately dressed and groomed,
for the tasks you are doing, as regular employees?

Does the quantity and quality of the work you

complete compare favorably with that of regular
employees?

Is your self-confidence on the job of a comparable
degree to that of regular employees?
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STUDENT SELF-RATING SCALE

Instructions for Completing

On page _7_, the followling page, you will find a Student Self-
Rating Scale. The purpose of this instrument is to provide an
opportunity for you to compare yourself with regular employees
at your employers place of business,

There are twenty (20) Worker Traits listed. Will you please

»”_ each trait in the space provided to indicate whether
you exhibit the trait Less Than, Same As or More Than a regular
employee. You will need to visualize how you see your co-workers
in these trait characteristics and compare them with yourself.

Examplet If you feel you have less Self-Confidence than a
regular employee, )~ the first trait as Less Than.

If you have more Self-Confidence than a regular
employee, / the first trait as More Than.




DENT SELF-RATING SCALE

1.
2,
3.
b,
5.
6o
7e
8.
9.
10.
11.
12,
13.
14.
15.
16.
17.
18,
19.
20.

Name
COMPARED TO A
Worker Tralts TYPICAL REGULAR EMPLOYEE
MM More Than

Self-confidence

Accepts criticism

Safety conscious

Careful with materials and property
Quality of work

Understands reason for work

Seeks new tasks to do

Completes work on time

Respects supervisor

Cooperates with supervisor

Minds own business

Quantity of work completed
Appropriately dressed and groomed
Considerate of other workers
Acceptance of routine tasks
Ability to work unsupervised
Ability to understand instructions
Attention to details

Always observes company rules
Possesses all essential job skills

Scores Less Than

Same As More Than

(Please indicate the number in each category)

_7-
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SIG

Select five (5) Worker Traits in which you have rated yourself

as Less Than a regular employee in the trait characteristic.

On the following page, space has been provided for you to write
a brief plan describing how you will improve and/or develop the
traits, hence bettering yourself as an employee in these job-
related skill areas.

As was montioned in the Rationale on the Cover Page, employers
will generally retain those employees who most fully meet their
needs. The more fully you can upgrade yourself in the areas of
Personality and Soclal Development, Work Habits and Skill Posses-
sion, as well as in Efficiency, the greater your chances of being

retained as a regular employee.

Please turn to the next page and write your plan for upgrading
yourself in five (5) Worker Trait areas.




WORKER TRATT AREAS THAT NEED UPGRADING

Worker Trait
My Plan

Worker Trait

My Plan

Worker Trait

My Plan

Worker Trait

My Plan

Worker Trait

My Plan

entitled

for Upgrading

entitled

for Upgrading

entitled

for Upgrading

entitled

for Upgrading

entitled

for Upgrading
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POST TEST INSTRUCTIONS

After completing the LAP, you should be more aware of the importance

of the part various Worker Traits play in good employer and employee
relationships.

Please take the Post Test to determine how you will rate yourself
in the five (5) Worker Traits given. Turm to the last page of the
LAP and correct any answers which are marked incorrectly.

This experience should have provided an opportunity for you to do
some "soul searching" and come up with some self-initiated ideas

and plans for self-improvement. Keep these twenty (20) traits in
mind; they are definitely bothersome areas for beginning workers.

FOST TEST

Have You Fully Developed Job-Entry Level Skills?

Question : YES | NO

l. Do you feel you are able to work as well without
close supervision as most regular employees?

2, Do you observe company rules as well as regular
employees?

3+ Are you as appropriately dressed and groomed for
the tasks you are doing, as regular employees?

4, Does the quantity and quality of the work you

complete compare favorable with that of regular
employees?

5. Is your self-confidence on the job of a comparable
degree to that of regular employees?




TEST KEY

To pass this test and to be exempt from completing this LAP,
you would need to have answered all questions with a mark in
the YES column.

If you didn't do so, please return to the test Jjust completed,

reread the questions, and correct your answers.

Sorry About That!l!

After you have completed the Post Test, make sure all incorrect
answers have been correcteds Assemble the LAP together and

turn in to your Work Experience Education Cooxrdinator.



I1-DEAS

It could very well be to your benefit if you were to discuss this
Activity with your sponsor.

On the following page is a copy of the form, STUDENT SELF-RATING
SCALE. Show this to your sponsor and ask him to complete the
form by comparing you to regular employees.

After your sponsor has completed the rating scale, discuss it
with him, then complete the following assigmnment.

On the remaining portion of this page, write a report of your
sponsor's comparisons, including plans for implementing a self-
improvement goal.

MY SELF-TMPROVEMENT GOAL

-12-
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Business Name

Date

Job Sponsor's Name

STUDENT —=-- RATING SCALE

Name

Worker Traits

1.
2.
3.
b,
5.
6.
7
8.
9.
10.

12,
13.
14,
15.
16.
17.
18,
19.
20.

Self-confidence
Accepts oriticism

Safety consclous

Careful with materials and property

Quality of work

Understands reason for work

Seeks new tasks to do

Completes work on time

Respects supervisor

Cooperates with supervisor

Minds own business

Quantity of work completed
Appropriately dressed and groomed
Considerate of other workers
Acceptance of routine tasks
Ability to work unsupervised
Ability to understand instructions
Attention to details

Always observes company rules

Possesses all essential Jjob skills

Less Than |

et e
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